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ABSTRACT OF THR THESIS 


Inereasing interest in the codification of policy hes 
been shown by Alberta school boards. An expressed need for 
guidance in the writing and revision of policy handbooks 
prompted this study. As an outcome it was. hoped that a list 
of guiding principles and proven practices. could be developed 
that would prove valuable to school boards. 

All available policy-handbooks from rural administra- 
tive units in Alberta were collected and analyzed for. contents. 
School administrators involved in writing. the handbooks. were 
contacted to discover strengths of method that could be recon- 
mended to others... In an attempt to assess. the worth of codi- 
fied policy, board members, superintendents,. and. secretary- 
treasurers were asked to evaluate their handbooks. The findg- 
ings of this study are based on a complete set of data from 
all the-participating units. 

Two main conclusions developed from the study were: 

1. The revorted success of twenty school board policy 

handbooks in Alberta suggests that. every school 
system would benefit by having its policy in 
writing. 


v 


2. there is a special need for. guidance in the writing 
and revision of policy handbooks. 


The recommendations presented in chapter VI of this 
study will provide guidance to school boards that are writing 
a policy handbook for the first time, and to boards that have 


handbooks in need of revision. 
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CHAPTER I 


STATEMENT OF THE PROBLEM AND COLLECTION OF DATA 


I. INTRODUCTION TO THE PROBLEM 


Background of the Problem 

During recent years much recognition has been given 
to the important work of school trustees. Evidences of this 
can be found in the increasing numbers of books and articles 
devoted to school trustees and their work, in the rapidly 
growing body of school board research and in the expansion 
of government services to local boards. 

A major emphasis in these developments has been 
focused on improving the effectiveness of school boards as 
policy making agencies. An important aspect of this emphasis 
has been the attention given to written statements of board 
policy, or handbooks setting forth important board decisions. 
At present, over twenty urban and rural school boards in 
Alberta have handbooks which outline policies, rules, and 


regulations for the administration of their scnool systems. 


Need for the Stud 


The need for some form of guidance in the formulation 
and revision of a school board policy handbook has often been 
expressed. Professional administrators have noted the need 


for direction. 
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Mort states: 
One very pressing need for almost all school systems 
(state or local) is the creation, or overhauling in a 
systematic fashion, of their school codes or statements 
of policies.l 
Local boards have requested information and guidance on the 
formulation of a policy handbook. Personal experience of the 
writer in the development of such a handbook suggested that 
a manual or check-list of guiding principles and proven 
practices could possibly save many hours of time and energy. 
It was in answer to the above expressions of need for guidance 


in the organization of a policy handbook that this study was 


started. 
Il. THE PROBLEM 


Statement and Delimitation of the Problem 

The purpose of this study was to develop a list of 
guiding principles and proven practices that would be of 
value to a school board which was involved in writing or 
revising a policy handbook. It was assumed that such a list 
could be developed through an examination of present handbooks 


and through a survey of actual board practices involved in 


their writing and revision. 
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Paul R. Mort, and Donald H. Ross, Principles of 
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School Administration (New York: McGraw-Hill Book Company, 
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In order to provide a coherent body of material upon 
which findings were to be based, early consideration was 
given to the type of school district which would be included 
in the study. 

When a city school district was compared to a rural 
division many differences in structure and in operation 
were noticed. The former, characterized by many different 
departments, was considered a very complex structure when 
compared with the simpler organization of a rural school 
divasion.. Differences in operation, peculiar to each type 
of school system were many. These differences were expected 
to show up in the contents of the policy handbooks. Policies 
respecting roads and school bus operation, for example, would 
not arise in the city handbooks. itn order to provide unity 
of thought and possibly give more depth to the study it was 
decided that the material would be collected from rural school 


Givisions and county systems only. 


Statement of Sub-problems 
During the course of the study answers were sought to 
the following questions: 


1. What type of handbook is used by rural school 
boards? This question attempts to focus 
attention on the following points: 


a) Physical appearance of Alberta school board 
policy handbooks. 

b) The major subject divisions, and the specific 
nature of policy handbook contents. 
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2. What procedures are followed in the organization 
and revision of a policy handbook? In an 
attempt to determine strengths of method which 
could be recommended to others, answers are 
sought to the following questions: 


a) What practices and principles are involved in 
writing policy handbooks? 

b) How are handbooks revised and kept up to date? 

c) What legal considerations are involved? 


3. What reasons are given by school administrators 
for having a policy handbook? This question 
involved an evaluation of the contributions that 
a policy handbook has made to an administrative 
unit and its personnel. 


Definition of Terms 


1. Policy Handbook: This term is used to describe 
policies, rules and regulations which are 
codified in booklet or pamphlet forn. 


2. School Board Policy: A statement (adopted by 
motion of the board) which sets forth a course 
of action covering a wide range of situations 
is referred to as school board policy. 


3. Rules and Regulations: These are specific rulings 
drawn up by the school board and its administrative 
staff for the purpose of implementing school board 
policies. 


4. Local Administrative Unit: This term is applied 
to a rural school division or county as defined 
in the province of Alberta. 


5. School Board: Both the elected board of trustees 
within a school division and the committee of 
education appointed by a county are referred 
to as school boards. 
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Collection of Data 

Data were received from the following sources: 

1. Related literature. 

2. Twenty Alberta policy handbooks. 

3. Professional school administrators. 

4. School board members and secretary-treasurers. 

The review of related literature was an attempt to 
seek out principles and practices used in codifying policy 
in other areas which may be applicable to policy handbooks 
in Alberta. The findings were divided into the following 
headings: 

1. Contents and special features of school board 

policy handbooks. 

2. Principles and practices involved in writing 

policy handbooks. 

3. The values of codified policy as reported by 

school administrators. 

Fifteen policy handbooks from school divisions and 
five county committee handbooks were the main sources of 
Information for Chapter Iil\iof thisustudy. «Im-order to 
collect these handbooks, a letter was sent out to all county 
and divisional offices in Alberta requesting available policy 
handbooks. As a result of this request twenty policy hand- 
books were received, 

No attempt was made to collect the handbooks on the 
basis of a statistical sample. Figure I, showing the partici- 


pating units, does indicate a fairly good geographical dis- 


tribution of the sources. 
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Information on the legal status and importance of 
school board policy handbooks was received through inter- 
views with professional administrators. 

Data from board members, superintendents, and sec- 
retary-treasurers were collected in order to determine actual 
practices that were involved in the formulation and revision 
of Alberta handbooks. Most of these data were obtained 
through interviews; the balance were collected by mailing 
questionnaires to distant points. 

Much timely advice and information was received from 
the central executive of the Alberta School Trustees! Associ- 
ation. The policy handbooks were collected and most of the 
correspondence with school boards was channeled through the 


assocrauqon's) Central office. 


The Questionnaire 

After the policy handbooks were collected, a question- 
naire was designed for the purpvose of gathering information 
which was not in the handbooks. Ideas for this questionnaire 
were obtained from an examination of the handbooks and from 
a review of related literature. 

As a preliminary validation of the questionnaire, it 
Was submitted to a number of graduate students who were 
either superintendents or principals, and to faculty members 
for comment and criticism. After considerable revision, 


final validation of questions was made by comparing the 


to const soni ons eudadte Legek edd go nett as 
=tetint casos heviooet eaw etoodhred Yetiog'@ 


.atodeite tiebibe ‘avotesstong daaw'™ 
-oe2 fis ,ethefnetaitedve ,eradacr bisod dott ste 


ms 
ee an 


{Lsuvdon ad tareteh os ~SDd0 ak Setosifoo STsW et 


moleiver bas soltsiicas? 6d? at heviovat Siew set 


bentntdo soy ddih ‘a26nd Yo Jeoit soodbnad s2bdEh ‘te 
giiites vd bevosfifos stew sonefed ofd reyetwaedas myvouts~ 
Jetatog tnefeth OF sethecmmtsentp 


moTt hbeviessy éew nofteamotat be 5 solvis yiee 


-to0e24 '2oeierrr!. Loortot ds TOMER ong te eviteoens ; tha “t 


edv-to teon fos Petoshide stew ieloodbodl yottog of? 


at? duvotrit hefenmeto tew Babrsodt Loodoe diiw coashaegesrs09 


.ooftto Iertaes- oimetien ua 


esas 


~“Hoideerp s ,betoeifloo stew elloodivisd yotiog gar att 
noOctwnmitotor snivertves To. seo ria. ans 167 raiiet wisliioe | 
ettennoltsrevo eldt Wd sake eioodhned ald at eka 


noth bos alcodhtind odt %o cotienteexe fa not . 


7 
h q 


_ 
6 


ouietes Lf b 
df eorttonnoiveonrg add Yo cotteptioav vtem 


otow ofw efcubuds adaubets to tect ow — 
aaedaem yttont OF ‘te. eehagtont q TO 
_ a Tae 


bd = 


soteives olgerenkens ‘as 


onto semen at b 


. 
ar , ae _ 
7 


responses of graduate students who had taken part in the 
organization of the same policy handbook. 

The questionnaire was used to structure interviews 
with board members, secretary-treasurers and superintendents 
and to collect data by mail. Since every school board was 
contacted, the findings of this study were based on a com- 


plete set of data from all the participating UMS 


Treatment of Data 


Criteria for the organization of data were developed 
from an examination of related literature and from available 
handbooks. A set of charts, designed on the basis of these 
criteria, was used to record frequency of specific items 
contained in the handbooks. 

Policies, rules and regulations were systematically 
indexed and recorded in order to consolidate the contents 
of the handbooks. They were then summarized by noting both 
the general nature and the variations of content. 

Data collected by the questionnaire on policy hand- 
hooks were summarized after the answers were recorded and 


compared. 


IV. PREVIEW OF CHAPTERS 


Chapter I has been devoted to a definition of the 
problem and to an outline of procedures used in the col- 


lection and treatment of data for this study. A review of 
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literature related to the organization and value of policy 
handbooks is included in Chapter II. This is followed, in 
Chapter III, by a detailed description of the physical 
appearance and the content of twenty Alberta policy hand- 
pooks. A survey of practices used in the formulation and 
revision of these handbooks is included in Chapter IV. 
Chapter V is an account of reported values of written school 
board policy in Alberta. The final chapter is devoted to a 
statement of conclusions and recommendations based on the 


findings of the study. 
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CHAPTER II 


A REVIEW OF AMERICAN LITERATURE 


RELATED TO SCHOOL BOARD POLICY HANDBOOKS 


The purpose of this review of literature is to seek 
out principles and practices used in codifying policy in 
other areas which may be applicable to the writing of policy 
handbooks in Alberta. A noticeable absence of Canadian 
articles on this subject existed when this review was begun. 
As a result all references are from American sources. Where- 
as the administrative structure of their school board is, in 
general, similar to ours, it is believed that these studies 
have some bearing to the problem at hand. 

The findings of this review are divided under the 
following headings: 

1. Contents and special features of American school 

board policy handbooks. 

2. Principles and practices involved in writing 


policy handbooks. 
Ba) tne reported values of codified policy. 


I. CONTENTS AND SPECIAL FHATURES OF AMBRICAN 


SCHOOL BOARD POLICY HANDBOOKS 


The contents of American school board policy hand- 
books are reviewed in many studies. The following list, 
according to Tuttle, indicates the major areas of policy 


that should be covered in a handbook. 
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a) Legal: The policies should include pertinent 
quotations of applicable laws either in a section of 
the written policies or woven into the fabric where 
appropriate. 

b) Duties: The policies should outline the respon- 
Sibilities and authority of the board of education as 
such, of the individual board member, of the adminis- 
trator, the executive staff, teaching personnel, and 
maintenance personnel. Functional relationships should 
be explained and areas of responsibility defined. An 
organization chart helps to illustrate these relation- 
ships. The time and place of board meetings should be 
given, as also pertinent bylaws. 

c) General Policies: General policies cover such 
subjects as the use of school property, transportation, 
purchasing or letting bids, athletics, solicitations, 
public hearings, and adoption of the budget. 

Policies on curricula, starting age, tuition, standards 
of admission, and statements on the philosophy of the 
educational program may also be included. 

d) Personnel: Written personnel policies may include 
Salary schedules, qualifications, accreditation, leaves 
of absence, teacher tenure, and retirement. 

e) Ethics: Ethical standards for board members, 
executives, teachers, and other employees may also be 
quoted.1 


Turnbaugh@ suggests that a miscellaneous section be 
included to accommodate policies that are difficult to group 
under other headings and to provide an open end for expansion 


OL policy. 


a 

Edward M. Tuttle, "National Association Finds Growing 
Interest in Written Policies for Boards of Education," 
American School Board Journal, CXXIV:, June, 1952, p. 5. 


2 
Roy C. Turnbaugh, “Developing a School Board Policy 
Manual," American School Board Journal, CXXXII:, March, 
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To a large extent the contents of a policy handbook 
are governed by state regulations. Tsseks3 develops the 
point that since the local school board is a creature of the 
state, having been established by state law, it follows that 
local rules must be subordinate to state law. Remmlein 
comments further: 

Local rules and regulations have the force and effect 
of law provided they are not outside the scope of the 
board's jurisdiction, in which case they are void be- 
cause they are ultra vires. 

Smith? also emphasizes the importance of board policies 
not conflicting with existing mandatory laws of the state. 
He suggests that the codified policy be submitted to an 
attorney at law to be reviewed in terms of its legality 
before it is adopted. 


6 


Isseks~ reports that many handbooks fall into two 
extreme cillassifications, neither of which has much merit. 
He refers to those which are written in broad, vague, general 


terms and those which are written in minute detail. Turner / 


3 


Morricts,. Lsseas “the Riales' of ‘a Sehook Beard, ™ 
American School Board Journal, CI:, July, 1940, p. 22. 


Madeline Kinter Remmlein, "The Legal Status of Local 
School Boards," American School Board Journal, CXXIV:, May, 
1952,. Ps ee. 


Max S. Smith, “School Policies Should Be Codified," 
whe Nation's Seneels, XLIX?, Aprii, 1952, p. 62. 
6 
Isiseks, op. Cit., p. 23. 
7 
Lawrence Turner, “How To Develop A Handbook," American 
School Board Journal, CXXVI:, April, 1953, p. 24. 
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35) 
believes that exactness should be the criterion of style. 
He states that a policy handbook should be written in clear, 
concise language so that it can be readily understood by all 


who read it. 


II. PRINCIPLES AND PRACTICES INVOLVED IN 


WRITING POLICY HANDBOOKS 


A number of articles refer to the process of develop- 
ing a policy handbook. Stapley® reports that efforts to 
begin the process by a review of the board's minutes cover- 
ing a period of years have sometimes been successful. 

Turnbaugh? indicates that the Barrington experience 
in board policy codification showed some strengths of method 
which can be recommended to others. He suggests that a def- 
inite person be designated to pilot the handbook through its 
organizational stage. A preliminary survey of opinions of 
board members, teachers and non-teaching employees was help- 
ful and proved to be a democratic and useful way to proceed. 
He recommends further that policies concerned with adminis- 
trative services be drawn up first and copies of these be 
distributed to act as a guide for other sections. This 
practice permits others to go ahead with greater security in 


their assigned areas. 


8 
Maurice BE. Stapley, “Don't Write-Until Ready," 
Nations' Schools, LV:, January, 1955, p. 71 


Turnbaugh, loc. cit, 
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14 
Involving personnel who stand to be affected by policy 
is stressed by several writers. Tuttlelo speaks of using 
advisory study committees for the various phases of the hand- 


book. Carpenter, Capps and Townsendatt 


point out that the 
development of an instrument of control in a democracy should 
allow maximum opportunity for everyone affected to assist in 
the formulation of it. On the other hand, he emphasizes that 
while involvement is necessary and good, the job of adopting 
poliey is distinctly that of the school board. 

Randl@ describes eleven steps in the organizational 
process. His suggestion of setting up a steering committee 
to guide the organizational process through the different 
stages appears to have merit. The final step, according to 
his article, is to date the policy handbook and have it 


officially adopted by the school board. 


10 
ait Levi Opi. Citys Yas, Gz 
ae 
W. W. Carpenter, A. G. Capps, and L. G. Townsend, 
"Democratic Procedures in Developing a Code of Rules and 
Regulations," American School Board Journal, CiI:, April, 
1941, po dee 
12 


M. J. Rand, “Planning a Guidebook on District 
ete and Procedures," Nation's Schools, October, 1952, 
p. 64, 
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15 
A number of articles relate to the importance of 
developing a handbook for the particular area which it is 
to serve. As early as 1927, Melby wrote, 


Failure to take proper account of local problems will 
result in rules which are unworkable and which rapidly 
tend to interfere with the efficient functioning of the 
school system, or to fall into disuse.13 


Codwinl"t points out the danger of borrowing policy from one 
system and adopting it in another. He states that a good 
policy in one area may not work in another. According to 
Smith, 2? such factors as the type and size of a community 
play an important part in determining policy content. 
Having provision in the handbook for amendment and 


16 


revision is emphasized by Turner. An example of such a 


provision at Humboldt (Kansas) is given by Gilbaugh. It reads, 


The adopted policies may be amended at any regular 
meeting by approval of the entire board, or a majority 
vote of the entire board at any meeting at which a 
30 day's notice has been given for proposed changes.17 


13 
Ernest ©. Melby, "A Check List for the Preparation 
of Rules, Regulations, and Written Instructions," American 
School Board Journal, LXXIV:, April, 1927, p. 41. 
14 
W. R. Godwin,"A Board Adopts and Prints Its Policies," 
American School Board Journal, CXVI:, March 1948, p. 23. 


15) ) 

Smith, Joc. eit. 
16 

Teicher. Oe. ci Ue bie). 
ay 


John W. Gilbaugh, "Board Policies and Regulations 
are in Writing at Humboldt," American School Board Journal, 
CUIVis.) dune the. p. 53. 
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16 
The school board at Humboldt sets aside one meeting annually 
for revaiswon of policy. Randle suggests revision every 
three to five years. 


To facilitate change in policy handbooks, Morrisonl? 


Oo 


refers to two procedures being used. ne is to print the 
handbook in a loose leaf binder; the other is to have each 
revised rule printed in such form that it can be inserted 


into the proper section. Turner©0 


points to the need of 
having a designated person keep the handbooks up to date 
and suggests that a master handbook be maintained for this 
purpose. 


The need for periodic revision is aptly described by 


Godwin when he writes, "Times change; conditions improve; 


wisdom accumulates, "et 
18 
RaMda Opi. Clit. Pp. 63. 
19 


ino. MorrasOm "Khe Value of Carefully Defined 
Rules and Regulations Covering the Work of the School Board 
and the Superintendent," American School Board Journal, 
LCCII:, February, 1926, p. 49. 
20 


Tumbor. Op. Cit. ps 2). 
al 
loc. 


Godwin, Cit. 
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17 
Iii. THE REPORTED VALUES. OF CODIFIED POLICY 


This area has been divided into two categories: values 
associated with (1) school board members and employees, and 
(2) the administrative structure. 

With reference to the personnel affected by policy, 


Stapley<* 


points out that people have a right to know where 
they stand. He adds that written policy will stimulate ob- 
jective thinking on all aspects of the administrative policy. 
Rand23 supports this view and adds that staff morale can be 
increased as a result of knowing what policies the board has 
adopted. 

Rand2+ reports that a policy handbook can provide 
continuity in procedure when there are changes in personnel. 
Stapley@? adds that codified policy provides uniformity of 
procedure. Turnbaueh2© suggests that thoughtless views of 
a radical board member can be tempered by a uniform and estab- 
lished board procedure. Tuttle emphatically relates to this | 
when he states, "With a knowledge of established policy, pro- 


gress can be made by evolution rather than by revolution, "-/ 


22 
Sbapley, OP. Glie Dea dd. 
a3 
Boned. Op. Cit. p. 63. 
ak. 
Epa. 
25 
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18 
He adds that misunderstandings and confusion can be avoided 
if policies are in print. On this point Maaske writes, 
"Confusion and corollary misunderstandings frequently exist 
in school systems because administrative relationships and 
responsibilities are poorly or inadequately definea, 128 
Values of codified policy to the administrative 
structure are pointed out by Stapley.©? He indicates that 
it will help to clarify the roles of the chief actors. 
Turnbaugh° suggests that a policy handbook may help to 
provide a more satisfactory relationship between rank and 
file. In addition to this, he states that it may improve 
public understanding and support of the schools. Tuttle st 
feels that it can provice continuity and consistency in ad- 
ministrative policy and promote public appreciation of its 
schools. Rand sums up the value of a policy handbook to 
the administrative structure when he states, 
The guide provides direction in the handling of any 
given aspect of the district program as a matter of 


continuing future practice and establishes the functions 
and organizational relationships of all major positions. 


28 
Roben J. Maaske, "Defining Administrative Relation- 
ships In School Systems,".American School Board Journal, 
CXIT1s. Apenst. 1946, p.7l7. 
29 
Sbaplicy, Op. Cit. pi. 51. 
30 
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Tube, Lec. 61 t.. 
32 
Rand, epe Git. p.,.63. 


Turhbaugh, Op. Cite p. 75. 
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An evalvation of codified policy after two years of 
operation in a Kansas school district is reported by Gilbaugh. 23 
He states that it was the general feeling of the school board 
and the administrative staff that public relations had improved 
and that an increased feeling of satisfaction and security was 


evident since the adoption of their policy handbook. 
SUMMARY 


There appears to be general agreement among American 
writers as to the importance of a school board having its 
policies in writing. In supporting this view, Isseks3t con- 
tends that until a board has adopted an adequate handbook for 
the control of its district, it is impossible to operate as 
a unified and integrated school system. 

The review of American literature on school board 
policy handbooks proved valuable in helping to structure a 
Eramicowork tor tis) study. isiwas particularly helpful as a 
guide in the planning of a guestionnaire which was used to 
Gollect data on handbooks in Alberta. Chapter III describes 


the physical appearance and the contents of these handbooks. 


= 5. 


Gilbaugh, loc. cit. 
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CHAPTER III 


A DESCRIPTION OF TWENTY ALBERTA SCHOOL BOARD 
POLICY HANDBOOKS 


Policy handbooks, collected from twenty Alberta 
school boards in 1959, are the main sources of material 
for this chapter. While no claim is made that the col- 
lection is a representative sample, the handbooks do repre- 
sent the work of both large and small rural school systems. 
The largest administrative unit in this study, according to 
a report issued by the Government of Alberta, enrolls 3,360 
pupils; the smallest, 745 pupils. The school systems in 
this study average 2,121 pupils as compared with the Alberta 
average of 1,999 pupils for every administrative unit in 
1959.7 

To provide a systematic basis for summarizing the 
contents of the handbooks, an initial list of topics was 
compiled. Suggestions for this List: came from the policy 
handbooks and from a review of related literature. A series 
of charts were then prepared and used to record the number 
of handbooks which contained specific items under each 
topics 


The contents of the handbooks were indexed according 
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Bach item was then summarized 


by noting both the general nature and the variations of 


content. 


The policy handbooks made no clear distinction between 


board policies and regulations. Because of this, 


no attempt 


was made to divide the findings under the two headings. Des- 


eriptive contents were sometimes intermingled with the poli- 


cies and regulations. 


lowing 


This chapter has been organized according to the fol- 


list of subject headings: 


ALY 


Physical Appearance of Alberta School Board Policy 


Handbooks, 


The Preface and Table of Contents. 


Descriptive Features of the Administrati 


a) General Organization. 
DD) Lasts of Personnel. 
6) “Rssociations: 


We. TWAANG-< 


Duties and Powers of Administrative Officers. 


a) School Board Members and Officers. 
b) Principals and Vice-Principals. 


Administrative Policies Affecting Teachers. 


a) Teacher-Board Relationships. 
b) Responsibilities of Teachers. 


Administrative Policies and Regulations 
to Pupils. 


Administrative Policies and Regulations 
to Non-Professional Employees. 


Administrative Policies and Regulations 
to School Buildings and Equipment. 


Addendum. 


Relating 


Relating 


Relating 
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22 
I. PHYSICAL APPEARANCE OF ALBERTA SCHOOL BOARD 


POLICY HANDBOOK 


Titles Chosen for the Policy Handbooks 

Various titles are used by the school boards in naming 
their handbooks. One-half of the titles include the word 
Mpelvey ior Mpoliieies". “One, handbook, for: example, is. 
entitled Adopted Policies, Practices and Regulations. Other 


ie Ge eisueh as Otnicial Guide For the Use of Personnel, 


I A 


Operational Guide, and Teacher's Handbook of Regulations 
and Aids, suggest that the handbooks contain information in 
addition to statements of board policy. This suggestion is 
more obvious in one handbook title, Policy and Information 


Handbook. 


Number and Sequence of Chapter Headings 

Bighteen of the twenty policy handbooks have chaoter 
headings which indicate subject areas of policy content. An 
examination of the eighteen handbooks shows a widespread lack 
of uniformity in both the number and sequence of these chapter 
headings. 

The number of chapter headings in the policy handbooks 
range from three to eighteen, and average six. Five-sixths 
of the manuals have fewer than nine headings. The mode is five. 

The variation in the number of chapters is due partly 
to the content coverage under each heading. General headings, 


such as "Divisional Policies and General Information," are 


Wluan tr ebrdod Loose nit st bean ata solid | ann 
brow eds ebulont elt add % BWef-an eth 

#t.,eimiexe tol 200d bags sno ."eatot tod me 

tedt0 ano ttakmod bog esideand 2eigilo’d bs 

rSouncae Ieee et 308 bm Laka 

enol) tunes to Jecupagl @\netose! fas, aii 0 

di tiotyentotr!l wistnes epfoodigad ole ded ee ; 

St. aotteesnve Bint «vo hlog hipnod to nie oa 


Bo pTsuso ts. Its yohtoS altil dood hed en 


a 


iss 
vo exon ar 
: Dison: be 
ae ye a 
eugtbhes seJuet) Jo Zao 
tmigeno evel etoodined yotfoqg ytnewd add to. ‘pestdgas. 
MA .ieeso02 yolfog to sesis fooldue séeohenem 


i 
‘ 7 
® a 7 t 


— 


Wheel bewrqashitw ‘s uwode s1o0dhitad seettuls 
Taiqgio o@elt to saneepas Bre tetsu odd vod, 
a 


HOO Gad Gokloy att al eanthoert cg jello To vec 
st A 

WW ShAa-eVLa «axle egeveva boa eflootiighe be Be 
‘OVA ut bom OHT .tahtheat afta pend — 


Ed ty Wh Gh ster aaio Io sedan a oht8Y 


See anger ae Passa ps os * 
ane ‘gg | 


ae 
used in some handbooks; others use more specific headings 
such as “Public Use of Schools", 

None of the handbooks has the same sequence of 
chapter headings. There is a noticeable trend in many hand- 
books, however, to describe the history and general organiza- 
tion of the administrative unit in the first chapter. Beyond 
that point, there is much less uniformity among the handbooks 
in sequence of topics. 

Only eight of the policy handbooks show some resemblance 
in wording of chapter headings. The following list from one 
of these handbooks is characteristic of the group: 

I. School Organization and Centralization. 

II. School Personnel and Their Duties. 
IIL. Administrative Policies Affecting Teachers. 
IV. Administrative Policies Affecting Pupils. 


V. General administrative Policies and Practices. 
VI. Policies Relating to Health Matters.2 


The Handbook: Size, Reproductive Process, and Binding 


rm ee ee 


Considerable variation exists in the number of pages 
in the twenty handbooks, the range being from six to fifty- 
four. The average number of pages is close to thirty-one. 

Eighteen of the policy handbooks are printed on office 
duplicating machines. Bight and one-half by eleven inch 
paper is used in thirteen handbooks. Five handbooks are 
duplicated on paper measuring eight and one-half by fourteen 
inches. Two handbooks are six by nine inches in dimension and 


are published by local printers in booklet forn. 


2 
School Handbook, County of Newell No. 4, Brooks, 
Alberta, September, 1955. 
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Thirteen of the handbooks have bindings which permit 
addition or deletion of pages. Six use the "Acco" fastener 
and four use fasteners with "Due Tang" or "Twin Tang" trade 
names. Three others use a loose leaf notebook and the re- 


maining seven handbooks are stapled together. 


II. THE PREFACE AND TABLE OF CONTENTS 


One-half of the policy handbooks set forth intro- 
ductory material in the form of a preface. 

Five of the prefaces begin with an acknowledgment of 
participating groups and individuals who assisted in writing 
the handbook. 

Many prefaces state that the primary purpose of the 
handbook is to have a convenient source of information on 
current school board practices and policies. Generally, 
these practices and policies are described as being subject 
to change. The procedure for keeping the handbook up to 
date with changes is usually given. 

Two prefaces indicate that the policies within the 
handbook have the general approval of the school board, who, 
subject to’the provisions of The School Act and the Revised 
General Regulations of the Devartment of Education, have 
final authority on educational and administrative policies. 

Twelve handbooks have a table of contents to assist 


the readervin’ finding information: Inothree of these, only 
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chapter headings are included; the other nine list specific 
sub-headings under each chapter. Sub-headings in six hand- 


books are arranged in alphabetical order. 


IIi. DESCRIPTIVE FEATURES OF THE ADMINISTRATIVE UNIT 


General Organization 

History and general description. A descriptive ac- 
count of the past and present school systems is given in 
more than one-half of the policy handbooks. 

Important dates in the organization and growth of 
the administrative unit are noted. Original districts and 
the first trustees are given special mention in some hand- 
books. Other historical facts include the development of 
bus routes, changes in school boundaries, establishment of 
health unit services, and construction dates of schools. 

A description of the present school systems is also 
ineluded in some handbooks. Such descriptions include the 
boundaries, land area, and geographical features of the 
administrative unit. Post-offices, hospitals, school build- 
ings, and school populations are also noted. 

Other descriptive features included in the handbooks 
are summarized below. ‘The number and percentage of policy 
handbooks which include these features are recorded in Table 

Attendance areas. Only two handbooks describe estab- 


lished boundaries for school attendance. A school must not 
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TABLE I 


NUMBER AND PERCENTAGE OF POLICY HANDBOOKS 
CONTAINING SPECIFIED DESCRIPTIVE FEATURES 


Number of Percentage of 
Item handbooks handbooks 
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27 
admit pupils outside a designated area unless specifically 
authorized by the school board. 

A map showing the districts being served by each 
school is included in one handbook. 

Central libraries. A general description of central 
libraries is given in fifty per cent of the handbooks. 
Number of volumes, types of books, filmstrips, and pamphlets 
are included along with information and regulations on the 
use of library services. 

Annual appropriation made by the board to the central 
library is mentioned in two manuals. 

Centralizations. A majority of the handbooks name 
and describe centralized schools. The location of schools, 
cooperating districts, and school bus services are given. 
The number of teachers on each staff, grades taught in the 
school, and pupil enrolments are also recorded. Information 
of interest to new teachers, such a living accommodation and 
social activities in the community, is given in some handbooks. 

Reported in one handbook are conditions under which 
the centralization of school districts are carried out. These 
conditions includes a) a request from the local district, 
b) roads suitable for school busses, and c) available accommo- 
dation at the centralization. 

Names and district numbers of Separate Schools are 
reported in two policy handbooks. One of these defines the 


boundaries of the Separate School districts. 
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Health units. Over half of the administrative units 
name and describe local health units. Information regarding 
health unit personnel and phone numbers is given in most of 
the descriptions. 

services rendered by health units are reported under 
the following general headings: a) health education, b) 
protection and promotion, ¢c) mental health services, and 
d) surveillance of sanitary conditions. 

One division mentions a manual, published by the local 
health unit, which should be available in every school. 


A 


ap of area. A detailed map of the administrative 


unit is enclosed in seven policy handbooks. The details 
include the township, range, and bounderies of the adminis- 
trative unit as well as boundaries of subdivisions and local 
school districts. Specific details on the maps.include 
rivers, lakes, highways, railroads, towns, and schools. 

Subdivisions. Ten policy handbooks name and number 
school districts under their respective subdivisions in the 
area. 

The disappearance of subdivisions is noted in one 


handbook as a result of a county system being established. 


Lists of Personnel 

DiviSional boards and officials. Members of the div- 
isional boards of trustees and the county school committees 
are listed in eleven policy handbooks. Their addresses, 


phone numbers, and terms of office are included. 
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Some personnel lists include the name and address of 
the superintendent, the assistant superintendent, and the 
secretary-treasurer. 

School board committees. Members of various school 
board committees are named in three handbooks. ‘Some of the 
committees named are: a) accounts, b) auxiliary services, 
ec) capital expenditure, d) caretaking, e) salary negotiating, 
and f) textbook rentals. 


Centralized and local boards. The names and addresses 


of members who make up centralized and local boards are listed 
in four handbooks. One handbook gives the names and addresses 
of all local school board chairmen in the area. 

Non-professional employees. Only a few of the policy 
handbooks give the names and addresses of one or more of the 
following school board employees: a) construction and main- 
tenance foremen, b) garage foremen, ¢) librarians, and d) 
stenographers. One handbook lists the school bus drivers 
with their respective routes. 

Teaching staff. Only two school poards include in 
their handbooks a list of all principals and teachers on staff. 
Teachers are classified on the lists according to the grade 
or specialized subject field which they teach. 

Telephone directory. Over half of the handbooks have 
telephone listings of board members, officials, and employees. 
School telephone numbers and central office numbers are also 
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30 
Associations 

Alberta School Trustees' Association. The Alberta 
School Trustees' Association and district trustee associa- 
tions are mentioned in four policy handbooks. ‘The annual 
convention of the provincial association is described in 
one handbook. Another handbook describes the aims and 
activities of a trustees! zone association. 

Alberta Teachers' Association. . Sixty per cent ofthe 
policy handbooks describe the Alberta Teachers' Association 
in considerable detail. Included in the descriptions are the 
aims and objectives of the association. The A.T.A. Code of 
Bthics is quoted in four handbooks. 

Executive offices and committees of local teachers' 
associations are often listed. Some handbooks point out 
student activities which are sponsored by these local assoc- 
Lations. 

Bus Operators' Association. Only one handbook reports 
a school bus drivers' association. The purpose and related 
activity of the association are among the points described. 

Home and School Association. One-half of the hand- 
books make reference to the Home and School Association. 

Some of these state the association's purpose, and record 
the address of the provincial head office for interested 
eroups. 

Teacher participation in the Home and School Association 


is regarded as good public relations in one handbook. Towns 
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31 
which have active associations are named. 

Junior Red Cross Association. Four administrative 
units officially approve and encourage teachers to organize 
branches of the Junior Red Cross Association in their class- 
rooms. The central office address of the association is 
given in their handbooks for teachers who are interested in 
Starting a branch of the Jumior Red Cross. 

Principals' Association. Three-quarters of the hand- 
books have information on the principals! association. The 
descriptions often include the aims and objectives of the 
association. Also noted are the activities and the accomp- 


lishments of these groups. 


IV. DUTIES AND POWERS OF ADMINISTRATIVE OFFICERS 


This section deals with the duties and powers of the 
school board and its administrative personnel. Table II 
indicates the number and percentage of policy handbooks 


Waieh contain this information: 


School Board Members and Officers 


Duties and powers of the divisional board. One-half 


of the school divisions have printed policy in regard to the 
duties and powers of the board of trustees. 

Duties and powers are generally defined as the adminis- 
tration of the educational affairs of the division and are 
subdivided in the handbooks under the following specific 


headings: 
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TABLE IT 


NUMBER AND PERCENTAGE OF POLICY HANDBOOKS CONTAINING 
SPECIFIED POWERS AND DUTIES OF ADMINISTRATIVE OFFICERS 


i 
SS ES 


Number of Percentage of 
Item handbooks handbooks 
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a) Acquisition of school sites. 
b) Appointment of non-certificated school personnel 
(e.g., secretary-treasurer, janitors). 

c) Conveyance of school pupils. 

d) Engagement, placement, transfer and dismissal of 
teachers and principals. 

) Erection, sale and removal of school buildings. 

) Negotiation of salaries. 

) Preparation of an annual budget. 

) Purchasing equipment and supplies. 


+f 


Reference to many sections of The Alberta School Act 
regarding duties and powers of divisional trustees is made 
in one handbook. 

Three handbooks list various considerations which are 
taken into account before policy is formulated. These in- 
clude public opinion, suggestions from local boards, and 
recommendations from community organizations and from repre- 
sentatives of the Department of Hducation. 

Duties and powers of the county school committee. Three 
out of the five county committee handbooks define the duties 
and powers of the school committee as outlined in section 20 
of The County Act. 

While the handbooks record that The School Act continues 
to guide the school committee with respect to its duties and 
powers, certain responsibilities are singled out and reserved 
to the county council. Among such reservations the following 


are noted: a) borrowing money, b) passing a by-law, c) locat- 


ing school buildings, and e) snowplowing 
One handbook refers to section 14 of The County Act in 
regard to the appointment of a secretary-treasurer and his 


assistants. 
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Hlections and annual meetings. Four policy handbooks 
describe the composition of the school board and the tenure 
of office of its members. The dates and procedures of nomin- 
ation and election of board members are stated. 

The dates and suggested agenda for the annual meetings 
are described in some handbooks. Sections 61, 64, 65, 66, 
and 69 of The School Act in relation to these meetings are 
guoted in one handbook. 

Relationship to municipal council. One divisional 
handbook describes its relationship to the municipal council 
by stating that the board will, not dispose;.of, school sites, 
or plan centralizations,. without consultation with the council. 
The school board meets with the council once each year to 
discuss the question of school roads, and has one of. its 
members attend all the municipal council meetings. 

fegal boards of trustees. «Both detaaded and .ecenerad. 
references to encourage local boards to be active in their 
school comunity are found in the handbooks. 

A common entry is the lengthy quotation of section 190 
of The School Act, stating the powers of the board. of a div- 
isional district. Other powers assigned to local boards in- 
elude the following: 

a) Assistance in establishing bus routes. 

b) Direction in allocating monies from the divisional 

board. 

c) Orientation of new teachers in the community. 


d) Declaration of holidays (section 383-3). 
e) Religious instruction (section 391-392). 
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Local board members are encouraged to contact divisional 
and committee members in regard to any matter pertaining to 
the operation of schools. 

Duties of the secretary-treasurer. Fifty-five per cent 
of the handbooks make reference to the duties of the secretary- 
treasurer as the executive officer of the board. 

Generally, the secretary-treasurer is assigned to be 
in charge of the divisional or county office and he records 
and transmits the decisions of the board on all matters. In 
addition, he assists the board in the formulation of policies 
by providing necessary figures and other data pertaining to 
issues under discussion. 

The secretary-treasurer is further guided in his duties 
by quotations and references to sections 192 and 193 of Phe 
school Act. 

Duties and powers of the superintendent. The duties 
and powers of the superintendent of schools, as a paid en- 
ployee of the Department of Education, are defined in eleven 
handbooks. 

Generally, it is stated that the superintendent is 
appointed to work with and for the school board in an ad- 
visory capacity. 

Section 199 of The School Act is often quoted or 
paraphrased in assigning specific duties to the superintendent. 
Iwo divisions place the responsibility of selection and place- 


ment of teachers in his hands, while one division makes 
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36 
reference to the superintendent's power of recommending per- 
manent certification to teachers. A county handbook states 
that the superintendent shall confer with and advise local 
boards of any non-divisional district in which there is no 
appointed superintendent. 

Duties and powers of the assistant superintendent. 
Only two handbooks make reference to the assistant superin- 
tendent of schools and his duties. 

AS anvempleyese Of One divisional, board, he is held 
directly responsible to the superintendent and is assigned 
in charge of the supervision of the educational program in 
the elementary classrooms. The assistant superintendent of 
a county council is asked to work with the superintendent in 
the supervision of the classroom activities. 

Other specific duties assigned to the assistant 
Superintendent include: 

a) Administering a standardized testing program. 

b) Coordinating an in-service training program. 

¢) Ordering instructional materials. 

d) Supervising libraries, clessroom supplies and 

school equipment. 

Supervisors of instruction. One handbook reports 
the duties of a supervisor of instruction in a school div- 
ision. Supervision is defined as a service designed to assist 
teachers and others in performing their assignments to the 


best of their abilities. 
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Specific duties are listed as follows: 


a) To make recommendations which may influence ad- 
ministrative decisions. 

b) To recommend the best kind of facilities, equip- 
ment and supplies for the instructional program. 

c) To assist in selecting and developing the type of 
instructional materials and resources which will 
serve best in any specific situation. 

d) To attempt to improve the methods and abilities of 
teachers and staff members for completing their 
assigned duties and responsibilities. 

e) To attempt to foster good public relations.3 


Principals and Vice-principals 

Government acts and regulations in relation to the 
Principal. im fifteen handbooks, principals of schools are 
required to be familiar with many sections of government acts 
and regulations. 

The most common quotations or references are made to 
sections 368 and 374 of The School Act and to the Revised 


General Regulations of the 


——— 


Department of Education. Two hand- 


books state that the board may regulate the duties of the 
principal, provided there is not a clash with any section of 
The School Act or with any other departmental regulations. 

Very often the duties of the principal are divided 
into mandatory and discretionary duties. Two handbooks de- 
fine mandatory duties as those which are required of the prin- 
cipal, and discretionary duties as those on which the principal 
may decide whether or not something should be done and in what 


manner. 


3 
Policy Handbook, Vegreville School Division No. 19, 
Vegreville, Alberta, March 1959, p. E3. 
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Specific responsibilities assigned to the principal 
in the handbooks are discussed in the following paragraphs. 

Care of property. Seventy per cent of the handbooks 
record the responsibility of the principal in regard to care 
of school property. 

Generally, handbooks state that the principal shall 
be responsible for the maintenance, preservation, and care 
of buildings, furniture, apparatus, yards, and appurtenances. 
He is,also held responsible ,for checking the temperature, 
lighting, and heating in classrooms and for the use of all 
school equipment. 

Some school boards require the principal to report, 
in writing, defeets in school equipment and damages to school 
property. 


Discipline. Section 374(b) of The School Act with 


respect to sehool discipline is quoted or paraphrased in 
one-half of the handbooks. 

The principal is asked to administer discipline with 
dignity, tact, and judgment, and to do his utmost to make 
the relationship between school and child a pleasant one. 

Two handbooks require the principal to advise and 
assist teachers in matters of discipline. 

Fire regulations. Nearly all of the school boards 
in this study record fire regulations for the protection of 


life and property. 
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The most common entry is the requirement that the 
principal conduct a fire drill at least once a month, as 
stated in section 13 of the Regulations Under The Fire Pre- 
vention Act. Frequently, a list of guiding rules and sug- 
gestions is printed for such drills. These lists include the 
following subject areas: a) fire prevention safeguards, b) re- 
sponsibilities of the board, ¢c) responsibilities of the teachers 
and principals, d) responsibilities of the pupils, and e) use 
of fire escapes and fire extinguishers. 

One handbook quotes section 13 of the Regulations 
Under The Pare vecevention Act, dealing with, fire drill pro- 
cedures. 

Guidanee clinic services. Almost half of the handbooks 
make reference to the services provided by Travelling Guidance 
Clinies through the Department of Public Health. Information 
is given in respect to: a) dates of the clinic, b) forms for 
referrals, c) types of children to be referred, and d) services 
©f the clinic. 

In some cases, handbooks ask that referrals be made 
through the public health nurse in the area. 

Holidays and closing school. Departmental and local 
regulations regarding holidays and closing school are found 
in seventy per cent of the handbooks in this study. Sections 
381 and 383 of The School Act are very often quoted in respect 


to vacations and holidays. 
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Early closing of school on the last day before vacations 


is regulated in four handbooks. Either a specified hour is 
given or the principal is asked to use his discretion in such 
cases. Two handbooks request that the superintendent be noti- 
fied, in advance if possible, when it is necessary to close a 
school or classroon. 

inclement weather policy. One out of every four hand- 
books includes policy with respect to the operation of schools 
during inclement weather. Generally, it is requested that 
students be admitted into the school upon arrival. 

Two handbooks give minimum temperature ratings, based 
on a specific radio station weather report, for the operation 
of school busses. 

interschool activities. Regulations governing inter- 
school activities are printed in three out of every five 
policy handbooks. Such activities are regulated according 
to the following conditions: a) adequate teacher supervision, 
b) provision for bus transportation, and ¢) a maximum number 
of days permitted each year. 

Detailed procedures regarding the method of selecting 
the participants and the winners for a track meet are out- 
lined in one policy handbook, 

Liability insurance. Seventy per cent of the hand- 
books describe the amount and type of public liability in- 
surance carried by the board. Usually it is made clear that 


this insurance is only board protection in case legal action 
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is brought against the board or its agents proving them negli- 
gent in their duties. 

Official bulletins. Five handbooks list official bul- 
letins containing information for principals and teachers 
which are distributed periodically to schools. The following 
types are named: a) departmental bulletins, b) superintendents' 
bulletins, ¢) office bulletins, and d) general information 
bulletins. 

Some handbooks request that all bulletins be placed 
on file for future reference. 

Postage and small expenses. Fewer than half of the 
handbooks indicate procedure for principals to follow with 
respect to small expenses such as those for postage, phone 
calls, minor repairs, and stationery. Most of these handbooks 


J 


request that certified receipts for such expenses be presented 
before reimbursement is made. 

Two school divisions set a definite allowance for such 
incidental expenses. One of these requires a semi-annual 


statement of school expenses, 


Principal-teacher relationship. Policies which attempt 


to clarify the general working relationships between the prin- 
cipal and his teaching staff are found in one out of every 
two handbooks, These policies, in most instances, refer to 
section 374 of Zhe School Act which gives the principal the 


power to allocate the duties of the teachers in his school. 
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Seven of the handbooks give direction to the principal 
in assigning teachers! duties. The following is typical: 
Although the principal has final authority, this does 
not mean that the duties are to be prescribed by the 
principal in an autocratic manner. Rather it is in- 
tended that various duties are to be thoroughly dis- 
cussed by all staff members as a whole, in a spirit 
of full cooperation, and allocated to the different 
parties by general agreement. In cases of disagree- 
nent.) ther principal's decision shallebe fingl.~*Duties 
should be Carte OuG an the spirit of mutual good, will 
and cooperation. 
Salesmen on school premises. Section 432 of The School 
Act regarding salesmen on school premises is either quoted, 
or reworded, in fewer than one-half of the handbooks. Although 
this section states that no person shall canvass on school 
premises or offer to sell goods or merchandise, seven handbooks 
made an exception in the case of a salesman having written per- 
mission of the board. In one case it is stated that a sales- 
man may come after school hours if invited by the school staff. 
School-community relationship. Only four of the hand- 
books have policy which deals with the principal's responsi- 
bility in the interpretation of school activities to the 
community. 
Some of the suggestions given to carry out this assign- 
ment ares a) bulletins to homes, b) education week, c) gradu- 


ation exercises, d) parent-teacher interviews, e) public 


Speaking, f) school visitations, and g) visits to the home. 


ye 
Official Handbook, Castor School Division No. 27, 
Castor, Alberta, September, 1955, p. 6. 
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School hours. Specified hours of school operation, 
according to section 378 of The School Act, are given in 
eighty-five per cent of the policy handbooks. In some cases 
section 379, regarding recesses, is either quoted or re- 
stated. 

Bight handbooks suggest shortening the school day 
during cold winter months as provided in section 9 of the 


Revised General Regulations of the Department of Kducation. 


In two cases the authority to make minor adjustments in 
school hours is given to the school principal. 

Acting on section 10(a) of the Revised General Regu- 
lations of the Department of Education, one county handbook 
states its policy on shortened school hours for grade one 
students. 

School operations reports. One-half of the handbooks 
make reference to monthly and annual reports which are to be 
completed on prescribed forms by the principal. In accordance 
With section 374(2) of The School Act, he is also asked to 
report to the board or the superintendent whenever, in his 
opinion, conditions or circumstances warrant their being 
informed. 

One school division lists all forms which are to be 
completed and returned to the office in June. 


Staff meetings. The requirenent that a principal con- 


vene, at least once a month, a meeting of his teaching staff 
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is noted in seventy per cent of the handbooks. Further refer- 


ence to section 20 of the Revised General Regulations of the 


Department of Education is made emphasizing the duty of teachers 


to attend such meetings. 

Most boards and committees require that an official 
record be kept of the meetings, indicating such things as the 
attendance, the topics under discussion, and the duration of 
the meeting. 

A few handbooks give written permission to use school 
hours as part of the meeting time. in one case, it is re- 
quired that parents be notified in advance that children will 
be home early. 

Supervision. As required in section 13 of the Revised 
General Regulations of the Department of Education, principals 
are asked to arrange for continual and systematic supervision 
ef the pupils in their schools. Almost all school boards 
request that this supervision be organized from the time the 
first pupil arrives until the last one leaves the school. 

The principal is held responsible for the following 
types of supervisions a) bus operations, b) custodian work, 
¢c) instruction, d) playgrounds, e) school premises and equip- 
ment, and f) school registers. 

One county committee requires an annual report of the 


supervisory activities carried forward in its schools. 
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Supplies and books. Without exception, all handbooks 
contain information covering the requisition of school supplies 
and books. In most cases, the requisitions are to be made in 
handwriting or on prescribed forms and are to be sent to the 
office before a set deadline. 

Complete or partial lists of available supplies, along 
with established quotas, are found in many handbooks. Supplies 
are classified as "free" or "for resale" as the case may be. 

Some boards request that, after school supplies have 
been received and checked, packing slips be signed by the 
principal and returned to the office. 

Vice-principals. General and specific duties of the 
vice-principal are given in nearly two-thirds of the handbooks. 

Section 374(3) of The School Act, which gives the school | 
board authority to govern the duties of the vice-principal, 
is the most common entry. The following list includes some 
areas of responsibility which are suggested for the vice- 
principal: a) library supervision, b) guidance progran, 
¢) school patrols, d) sports program, and e) textbook sales 
er rentals’: 

Some handbooks state that in the absence of the prin- 
cipal, the vice-principal shall assume the authority and the 
duties of the principal. 

Two handbooks ask the vice-principal to assist the 
principal in the interpretation of school activities to the 


community. 
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V. ADMINISTRATIVE POLICIES AFFECTING TEACHERS 


This section attempts to summarize school board pol- 
icies relating specifically to the teacher. For convenience, 
the findings have been divided under two headings: a) teacher- 
board relationships, and b) teacher responsibilities. The 
number and percentage of handbooks containing specified ad- 
ministrative policies under these headings are listed in 


ye = pal el 


Teacher-Board Relationships 


Bursaries and grants. School board bursaries and 
Government grants for student teachers are described in 
eleven of the handbooks. 

Amounts made available by bursaries and grants are 
listed in all cases. The recipient's obligation to teach 
a certain number of years within the area is usually out- 
lined. Failure to fulfill such a commitment is discussed 
in some cases. Generally, the teacher is asked to repay 
all or a proportional part of the bursary. 

Most handbooks indicate the type of program which a 
teacher must take in order to qualify for a bursary. Eligi- 
bility of the recipient is also governed by the year of 
training in which a teacher is enrolled. One county, for 
example, makes bursaries available-for the first four years 
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NUMBER AND PERCENTAGE OF POLICY HANDBOOKS CONTATIi ia 
SPECIFIED ADMINISTRATIVE POLICIES AFFECTING TEACHERS 
non SE eS ee ate ey 
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Conventions and institutes. Information relating to 
the time and place of annual conventions and institutes is 
included in one-half of the handbooks. Program organization 
and examples of program subject material are also noted in 
some cases. 

Reference to section 368(u) of The School Act, requir- 
ing teacher attendance at such meetings, is made in a number 
of the handbooks, 

Conveyance on school busses. Board policy in relation 
to providing transportation for teachers on school busses is 
printed in only one handbook. Where privately-owned busses 
operate, a teacher is asked to make private arrangements with 
the driver. Teachers may ride in busses which are owned by 
the school board if the student load permits. 

@ngagement and placement of teachers. The responsi- 
bility for engagement and placement of teachers is designated 
in fifty per cent of the handbooks. Generally, this respon- 
Sibility is placed in the hands of the superintendent. In 
his absence, the secretary-treasurer or some other person 
specifically appointed by the board is asked to accept the 
responsibility. Common to many handbooks is the statement 
that the principal will be consulted regarding desirable 
qualifications of a teacher before a placement is made. 

A few handbooks refer to the local board's right of 
nomination of teachers (section 190, 2-j, The School Act) and 


State that these nominations will receive prior consideration. 
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One county committee includes the application form 
used by new teachers entering into contract with the committee. 
It asks for information pertaining to a teacher's background 
and qualification for employment. 

One handbook refers to the requirement that teachers 
in Alberta hold a teaching certificate approved by the Depart- 
ment of Education. Teachers with certification from outside 
of the province are given guidance for getting their transfers 
from the Registrar's Office. 

Group insurance schemes. Four handbooks describe 
group insurance schemes which are made available to teachers. 

The name of the plan is usually followed with infor- 
mation regarding where, when and how to make application. 

The effective dates for coverage and the benefits made avail- 
able under the plan are often given. 

Interclassroom visitations. In two handbooks teachers 
are encourazed to plan interclassroom visitations as an in- 
service training technique. Responsibility for making the 
arrangements is left in the hands of the principal, or the 
superintendent if more than one school is involved. 

Leave of absence. Almost all handbooks state board 
policy with respect to various types and conditions of leave 
of absence for teachers. The following types are included: 

a) automatic leave - for medical or dental reasons (section 
363, Lhe School Act), b) compassionate leave - for death in 


immediate or less immediate family, c) maternity leave, 
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50 
d) public service leave - for curriculum meetings and public 
speaking, e) short and long term leaves of absence, and f) 
summer school leave - for attending summer school in other 
provinces or states. 
Conditions surrounding these many types of leave are 


discussed under the following headings where applicable: 


a) application requirements, b) maximum days allowed, ¢c) medi- 


cal certificates, d) notification to return, e) payment or 


non-payment of salary, and f) effect on experience increments. 


Resignations. Fewer than one-half of the policy 
handbooks make reference to teacher resignations, the most 
common entry being a rewording or a quotation of sections 
338 to 342 of The School Act. 

Four handbooks refer to a questionnaire on which 
teachers can make their decisions and requests known regard- 
ing resignations and transfers at the earliest possible date. 

Salary schedule. While almost three-quarters of the 
handbooks make some reference to salary schedules and methods 
of payment, only three include the current year's contract 
TO aati el ala 

References to salary schedules in the handbooks may 
be classified under the following headings: a) method of pay 
ment, b) proof of teacher qualification and experience, 
¢) statement of gross earnings and deductions on cheques, 


and d) filing a T.D.1 form for income tax purposes. 
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Reference to the composition and purpose of a salary 

interpretation committee is found in some handbooks. Usually 
the superintendent, a teacher, and a board member make up 


this committee, whose main purpose is to review the payroll 


in effect and to determine if each teacher is receiving salary 


according to the schedule. 

Only one handbook quotes section 361 of The School Act 
dealing with monthly payment of teachers. 

Substitute teachers. Information and policy regarding 
conditions of employment for substitute teachers is given in 
seventy-five per cent of the handbooks. This information may 
be grouped under the following headings: a) qualifications of 
substitutes, b) method of payment, c) principal's authority 
to hire, d) rotation of substitutes, and f) substitute re- 
port forms. 

Specific duties of the suhstitute are outlined in one 
handbook. It requires, for example, a written outline of the 
substitute's teaching during the day. 

Another handbook refers to contracts of. temporary and 
substitute teachers as specified in section 344 of The School 
Act. 

Suspension and dismissal. Very few handbooks make 
comment on the suspension or the dismissal of teachers. Sec- 
tion 350 of The School Act dealing with this subject is 
quoted in two cases. 


One handbook discusses the common reasons connected 
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52 
with requests for dismissals. It states that complaints 
often arise from misunderstandings and may possibly be settled 
by mutual discussion. 

Teacher residences. Over two-thirds of the handbooks 
state board policy and give information regarding the avail- 
ability of teacher residences. 

Rental rates are generally not given, but two hand- 
books record that they are based on one per cent of the 
assessed valuation of the building. Policy regarding notice 
of change of rates is also given. 

The responsibility for contents and upkeep of teacher 
residences is usually designated. A common entry is the 
school board's acceptance of responsibility for reasonable 
repairs and upkeep. Inventories of furnishings are required 
by some school boards. 

Teacher transfer. Conditions surrounding the transfer 
of a teacher by board request or by application of the teacher 
are recorded in more than half of the handbooks. Section 384 
of Ihe School Act, which sets out legal aspects of teacher 
transfer, is the most common inclusion. Local policy relating 
to deadlines for transfer requests and factors considered in 


granting them are outlined in many handbooks. 


Responsibilities of Teachers 


teacher. The pes: frequently quoted section of The School 
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Act is section 368, which sets out duties and powers of 
teachers. This section is either quoted, reworded or re- 
ferred to in eighty per cent of the handbooks. 

Section 13 of the Revised General Regulations of the 
Department of Education, stating the duty of teachers to 


arrive at school a reasonable period of time before school 


opening, is also very commonly quoted. One board interprets” 


a reasonable period of time as meaning at least fifteen 
minutes. 

Another handbook points out that teachers should be 
familiar with all sections of The School Act relative to 
teachers! duties whether referred to or not in the handbook. 

Concerts and picnics. Teacher responsibility with 
respect to concerts and picnics is outlined in nearly one- 
half of the handbooks. 

The decision to have a Christmas concert is generally 
left up to each school centre. Use of school time for con- 
cert preparation is discussed in some handbooks. A common 
entry is the recommendation that concerts be delayed until 
the last afternoon before vacation. 

Picnics are encouraged, particularly where the school 
is considered the centre of community activity. Usually 
picnics must receive the approval of the principal before 
they are held. Suggested travelling distances are given 
for different grade levels. One handbook permits the use 


of school busses for senior classes only when the picnic 
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54 
is sanctioned by the principal and properly supervised by 
teachers. 

Course outlines and textbooks. Reading series and 
course outlines are recorded in one out of every four hand-=- 
books. A list of both basic and supplementary readers with 
their corresponding grade levels is a very common entry. 
Suggestions for the grouping of reading classes are given 
in one handbook. 

Detailed course outlines for nearly all subjects 
from grades one to nine are included in another handbook. 
The names of textbooks and suggested teaching techniques 
are given in the outlines. 

An explanation of cycling in Elementary, Junior High 
and Senior High School grades is offered by two boards in 
order to establish a basic pattern of courses in all the 
schools. 

A county handbook lists all the latest course out- 
lines and bulletins issued by the Department of Education 
for the guidance of teachers. 

Cumulative records. Teacher responsibility in keep- 
ing an accurate and up-to-date record card of every pupil 
is designated in eighty-five per cent of the handbooks. 


Methods of handling the cumulative records are out- 


lined and, because of the confidential nature of the records, 


teachers and principals are asked to take special security 


precautions. Usually cards must be kept in files under lock 
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and key. Schools without such facilities are asked to return 
all cards to the central office at the end of June. 

Educational tours. Conditions upon which teachers 
are permitted to take classes on educational tours are listed 
in only four policy handbooks. Generally, the conditions 
include: a) approval by the principal and the superintendent, 
b) meeting the costs of the trip, ¢c) parental approval of 
the trip, d) pre-planning and follow-up exercises, e) strict 
supervision by teachers or by responsible adults. 

One division asks that written permission be obtained 
from the office when school busses are to be used for edu- 
cational tours. 

Enterprise Summaries. The requirement that elementary 
teachers keep a summary of each enterprise is noted in fewer 
than one-third of the policy handbooks. Teachers are re- 
guested to send the summary to the superintendent, and to 
keep a copy on file in the school. Prescribed forms are 
supplied for this purpose. 

Films and projectors. Over one-half of the boards 
state policy and give information concerning the use of 
films andprojectors inthe schools, 

The Audio-Visual Aids Branch of the Department of 
Hducation, the National Film Board, the University's Depart- 
ment of Extension, and regional libraries are all listed as 
sources of films and filmstrips. A few handbooks refer to 


insurance policies which give protection against claims for 
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damages to these films. 

One handbook, referring to section 26 of the Revised 
General Regulations of the Department of Education, states 
that only authorized educational films may be screened dur- 
ing school hours. 

Preliminary and follow-up exercises by the teacher 
and pupils are recorded as being advisable if films are to 
serve a useful purpose. 

First day of school. Instructions regarding the first 
day of school are recorded in one handbook. ‘The morning is 
to be devoted to an organizational staff meeting. Suggestions 
for the agenda include: a) orientation of new staff members, 
b) arrangement of classes, c) distribution of books and sup- 
plies, and d) discussion of course outlines. 

French language instruction. Section 386 of The School 
Act, permitting local boards to offer a primary course in the 
French language, is»referred to in one handbook and quoted in 
another. One handbook states that the course must be approved 
by the Department of Education and that such instruction shall 
not exceed one hour per day. 

Grammar instruction. A condensation of an artiele, 
written by an authority on the teaching of grammar, appears 
in one handbook. The article outlines methods and principles 
for the teaching of grammar. Specific examples of instruction 


are related to theory and illustrated by a diagram. 
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Guidebooks and manuals. Whether or not guidebooks 
and manuals are provided by the school board is the subject 
of a paragraph in each of two handbooks. One division sup- 
pises- guadebooks, in, special cases.onlys. the: other. states 
that teachers are expected to buy or to rent copies from the 
OEP 

Health practices and protection. Both provincial and 
lecal regulations setting forth various health practices and 
rules for the protection of students against disease are 
entered in more than one-half of the handbooks. 

Section 13(f) of the Revised General Regulations of 
the Department of Education, which relates to the teacher's 
responsibility in exercising constant care to protect the 
heglthe Ofipupiiss is quoted.in some cases., Others-quote,or 
reword section 368(0) of Lhe School Act, dealing with the 
exclusion of pupils affected or exposed to infectious or 
contagious diseases. A few handbooks include an abstract 


a 


of The OF. R 
of Communicable Diseases. 

Some handbooks describe the distribution of vitamin 
pills: during specified winter months. Strict supervision by 
the teacher over the handling of pills is reguested in one 
handbook. 

By describing the common drinking cup as contrary to 
regulations, one handbook makes reference to section 5(c) of 


The Revised General Regulations of the Department of Hducation. 
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Hot lunches. Board policy in relation to the serving 
of hot lunches to pupils during the winter months is defined 
in four handbooks. Teachers are encouraged to conduct a hot 
lunch program and are asked to seek the assistance of local 
organizations. 

* Board allowances are stated and pupils are asked to 
supply certain items such as milk and sugar to help meet the 
costs of the progran. 

Patriotic exercises. In keeping with section 368(t) 
ef The School Act, ten school boards ask teachers to conduct 
patriotic exercises and to promote the feeling of patriotism 
among pupils. 

The most common requirement is that the flag be raised 
on the flagstaff on statutory holidays and on special oc- 
casions. Many boards require the flag to be on display in 
the classrooms and in the auditoria at all times. 

Teachers are asked to begin school with suitable open- 
ing exercises such as by singing "O' Canada" and by saluting 
the flag. Reference is made to section 388(3) of The School 
Act setting forth conditions whereby a student shall not be 
required to salute the flag. 

Two boards direct that at least one enterprise be de- 
voted to Canada each year. Another asks that one unit be re- 
lated to the Province of Alberta. 

Physical education. Suggestions for a well-planned 


Sports and physical education program are given in three 
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handbooks. One of these states that physical education must 
be conducted in accordance with provisions of the program of 
studies. Suggestions are given for more effective instruction 
in this subject field. 

Registers and term reports. Instructions for keep- 
ing classroom registers and for completing monthly and annual 
reports are given in all but three handbooks. 

Teachers are asked to follow the instructions which 
appear in the register as carefully and accurately as pos- 
Sible. Two boards suggest the use of a temporary register 
at the beginning of the year until pupil enrolment is stabi- 
lized. Some devote a paragraph on how to mark a register 
with particular reference to special days and events. 

& few handbooks list monthly and annual returns and 
ask that they be completed in every detail. Some school 
boards state that final salary payments will be withheld 
until all reports are in and certified correct. 

Scripture reading and religious instruction. Section 
390 of The School Act, permitting and regulating scripture 
reading and the recitation of the Lord's Prayer, is covered 
by Local policies in sixty-five per cent of the handbooks. 

Many handbooks make reference to a list of recommended 
Bible readings which are available from the Department of 
Education. 

Five handbooks relate to section 391 of The School 


Act which permits time for religious instruction in school 
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hours. Only one quotes section 394-(1) which refers to 
children not taking part in religious instruction. Local 
boards are given written authority to decide whether or not 
religious instruction will be offered. 

Standards for good teachers. A questionnaire, de- 
Signed for self-analysis, is submitted by one school board 
to enable teachers to assess the guality of their teaching. 


It includes questions on the following: a) professional 


qualifications, b) growth in service, c) good teaching tech- 


niques, d) teacher personality, and e) social relationships. 


Board expectations in regard to personal qualities 
of a teacher are described in another handbook. ‘These are 


diseussed in relation to the pupils, his colleagues, the 


Alberta Teachers' Association, the parents, and the community. 


Another handbook suggests various gualities of teachers 


which are necessary to good pupil-teacher relations. 


Supervision. fither a quotation or a rewording from 


ee 


section 13 of the Revised General Regulations of the Depart- 


ment of Education, dealing with supervision and extra- 
curricular activities of students, appears in four out of 
every five handbooks. 

Teacher responsibility is defined in regard to the 
following types of supervision: a) classroom, b) noon hour, 
¢) playground, and d) embussing of pupils. 

Several handbooks state that teachers are expected 


to’ accept their share of supervision. 
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Testing program. Seven school boards describe the 
testing program which is conducted in their schools. Standard- 
ized tests for the measurement of achievement, intelligence, 
reading readiness, personality traits, and vocational prefer- | 
ence are named in the handbooks. The grades and dates of the 
testing program are included in some descriptions. 

One handbook describes some locally developed achieve- 
ment tests and names the subject areas and grade levels for 
Which they are available. Dates for giving these tests are 
also noted. 

Timetables and plan books. Over one-half of the hand- 


pooks contain regulations pertaining to instructional time- 


tables and plan books as required by section 368(d) of The 
School Act. | 
Some school boards request that one copy of the time- ! 
table be mailed to the superintendent and that another be 
posted in the classroom. 
In some handbooks, teachers are encouraged to keep a 
daily plan book of lessons. One division provides such a 


book for each teacher on its staff. 


Vi. ADMINISTRATIVE POLICIES AND REGULATIONS 


RELATING TO PUPILS 


The number and percentage of policy handbooks contain- 
ing specified administrative policies and regulations relating 


to pupils is found in Table IV. The following paragraphs 
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TABLE IV 


NUMBER AND PERCENTAGE OF POLICY HANDBOOKS CONTAINING 
SPECIFIED ADMINISTRATIVE POLICIES AND REGULATIONS 
RELATING TO PUPILS 


Number of Percentage of 
Item handbooks handbooks 
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63 
attempt to summarize the specific nature of these school 
board policies and regulations. 

Accidents. School board regulations in relation to 
pupil accidents appear in almost every policy handbook. 

Principals are required to supervise school premises 
and equipment systematically with a view to preventing acci- 
dents. Defective equipment and any condition considered to 
be dangerous is to be reported promptly to the board. Teachers 
are also requested to exercise precaution against accidents 
in and around the school by giving positive instructions on 
proper walking, driving, and cycling habits. 

School boards state that every possible assistance 
should be given to an injured person. First aid is to be 
administered and medical attention secured if it is considered 
advisable. Some boards require immediate notification in 
writing of an accident. Among the details which are to be 
included in the report are: a) the name, age and grade of 
the pupil, b) the place, date and time of the accident, 

c) the type of accident and the action taken, and d) the 
notification of parents. 

Attendance. Both departmental and board policy in 
respect to pupil attendance is recorded in seventy-five per 
eent of the handbooks. 

Compulsory attendance, as defined in section 398 of 
The School Act and in section 14 of the Revised General 


Regulations of the Department of Education, is very often 
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64 
explained. Exceptions to these regulations, as set out in 
sections 400, 401 and 403 of The School Act, are also quoted 
in some handbooks. 

Principals are required by some boards to see that 
all cases of unexplained absence are investigated, and 
teachers are asked to refer inexcusable absences to the local 
attendance officer. 

A checking system, designed to curb students in de- 
partmentalized high schools from "skipping" classes, is 
described in one handbook. Another states that students 
who are over fifteen years of age, and who are inexcusably 
absent for eight per cent or more of all periods in a month 
are to be suspended from school. 

A system of controlling the number of credits, based 
on student attendance, is outlined in one handbook. The 
number of credits a student may earn varies directly with 
the total days in attendance. A scale for issuing credits 
en the basis of this policy is printed for all high schools 
in the area. 

Beginners. In accordance with section 177 of The 
School Act, every school board reports its policy for de- 
termining conditions under which pupils may begin school. 

There appears to be agreement in many statements of 
board policy on beginning students being admitted if they 
reach the age of six years by the first of September. 


Students who are six by the thirty-first of December are 
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usually admitted if they show mental readiness and if adequate 


accommodation is available. 

Usually an intelligence test is named for determining 
mental readiness for school. Dates for administering the 
tests are mentioned in some handbooks. 

Acting on section 450 of The School Act, many boards 
require a birth certificate for proof of age of beginners. 

Boarding allowance. Fewer than one-half of the hand- 
books state board policy in regard to boarding allowances 
for pupils living away from home. Authority for such policy 
is based on section 307 of The School Act. 

Established allowance rates vary from one dollar to 
two dollars and twenty-five cents a day. Most handbooks 
state that applications for allowance must be approved by 
the school board. 

Bus patrols. Section 180(d) of The School Act, 
outlining the permissive power of boards to operate traffic 
patrols, is quoted in one handbook. . Two others describe 
patrols which are sponsored by the Alberta Motor Association. 

One division requires each bus to have two safety 
patrols who are appointed by the bus driver and governed by 
standard A.M.A. rules of operation. In one school division, 
patrols are placed in complete charge of embussing and de- 
bussing school children. 

Conduct on busses. Discipline and expected behavior 


of pupils on school busses is outlined in sixty-five per cent 
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of the handbooks. The most common entry is a quotation of 
section 13(d) of the Revised General Regulations of the 
Department of Education, which places pupils under the in- 
mediate authority of the driver. 

Board regulations governing pupil conduct on busses 
are many and varied. The regulations govern such things as: 
a) excluding pupils whose behavior is unsatisfactory, b) pupils 
wearing proper clothing and being prepared for an emergency, 
and ¢c) bus drivers reporting pupils who are often late at their 
pick-up point. 

Pupils who violate school bus rules are to be reported 
to the principal and are subject to suspension of riding priv- 
ileges by the school board. One board gives the superintendent 
authority to restrict a pupil temporarily or permanently from 
riding the school bus. 

Conveyance of pupils. Provision for the conveyance 
of pupils and for an allowance in lieu of conveyance is made 
in seventy per cent of the handbooks. 

School board responsibility for pupil conveyance is 
generally stated in terms of mileages as defined in sections 
308 and 309 of The School Act. Many handbooks add that the 
board will endeavor to bring bus routes as close as possible 
to the pupils' homes. In some instances, mileages given by 
The School Act are shortened in accordance with local policy. 
Two handbooks make reference to section 313 of The School Act 


which outlines the method used to compute distances. 
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Allowances in lieu of conveyance vary with local pol- 
icy. Again, mileages which entitle parents to such an allow- 
ance are, in some cases, shorter than those stated in sections 
308 and 309 of The School Act. Two boards point out that, 
when an allowance is paid, the parent must accept responsi- 
bility Ger providing transportation, for his <hildren,, and 
may not claim allowance if children have to walk. 


Section 311 of The School Act, clarifying school board 


liability for negligence in conveyance of pupils, is quoted 
in only one handbook. 

Corporal punishment. One handbook outlines school 
board policy with respect to corporal punishment and suggests 
conditions under which it should be administered. While 
teachers retain the right to punish by this method, they are 
urged to exhaust every other means first. The school board 
also states that the wishes of parents should be respected 
and asks that a detailed record be kept of every case where 
corporal punishment is used. 

Correspondence courses. In accordance with section 
178(f) of The School Act, eleven boards have chosen to print 
policy regarding the payment of tuition fees for correspond- 
ence courses. Among the acceptable reasons for pupils receiv- 
ing payment of correspondence courses are: a) a conflict ex- 
isting in the time tables, b) the course of sufficient credits 
not being offered, c) a student suffering from a handicap, and 


d) the road conditions making attendance impossible. 
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Usually an application for payment of correspondence 
tuition fees must be recommended by the principal and approved 
by the superintendent or the board. 

Two procedures are set up for the payment of tuition 
fees. Some boards require the student to pay all or one- 
half of the tuition fee until the course has been success-= 
fully completed; other boards pay the fee as soon as the 
pupil has completed his registration. 

Damage to property. Four out of every five handbooks 
State policy on school property damage. Authority for re- 
claiming losses due to damage to property is outlined in 
section 160 of The School Act and in section 15 of the 
Revised General Regulations of the Department of Education. 

Some handbooks state that a student is subject to 
Suspension if payment for damages is not made. One records 
that the student shall be expelled if payment is refused. 

One board gives the principal written authority to 
collect a caution fee from students taking laboratory courses 
in order to defray costs of replacements to equipment. Any 
amount not used is returned to the pupils at the end of the 
Sehool, year. 

Detention of pupils. One school board outlines its 


policy with respect to the detention of pupils after school. 


tH 


t states that expressed wishes of parents to have their 
echiddren leave school promptly at four o'clock should be 


respected. Students who are transported by bus are not to 
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69 
be detained unless special permission is given by the parent. 


p= 


Dress and footwear. Reference is made to acceptable 
types of student dress and footwear in one-half of the policy 
handbooks. The requirement that students be clean and tidy 
in person and clothes is made in section 14 of the Revised 


General Regulations of the Department of Education. Boys 


and girls are encouraged to wear a type of clothing which 


is conducive to the development of a studious and conscientious 


atmosphere and a good moral tone in the school. 

Specific types of footwear are described for gymnasium 
wear. Some school boards require students to wear running 
shoes or canvas shoes which will not mark the floor. One 
board states that under no circumstances should pupils be on 
a gymnasium floor in stocking feet. 

One handbook states that pupils must not wear foot- 
wear which marks the floor or which may cause a disturbance 
in the classroom. 

Examinations. Strict adherence to departmental regu- 
lations which govern the final examinations is emphasized in 
almost half the policy handbooks. 

Centres where June examinations or supplementals may 
be written are often indicated. Detailed instructions are 
given in regard to dismissal of other grades during the 
examination period. 

Reference to the Junior High School Handbook, 1955 


and the information it contains pertaining to grade nine 
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examinations is made in one handbook. 
Homework. Suggestions are given in the handbooks in } 
relation to the amount of homework pupils should have at dif- 
ferent grade levels. Two boards encourage little or no home- 
work at the elementary level and, on a gradually increasing | 
scale, suggest from two to four hours for grade twelve students. 
One board states that the suggestions should not be considered 
compulsory. | 
Another school board leaves the establishment of home- 

work policy up to the principal in consultation with his staff | 
and offers suggestions as a guide to local policy. 


Indolent pupil policy. Six handbooks quote board policy 


relating to the indolent pupil. A quotation from section 14 


of the Revised General Regulations of the Department of Edu 


cation requiring pupils to be diligent in studies is often 
recorded.. Reference is also made to section 369 of The School 
Act which states "habitual neglect of duty" as one of the con- 
ditions for suspension. 

Various steps in dealing with the indolent pupil are 
outlined. These usually include an established probationary 
period and eventual suspension from school if the pupil's 
work continues to be unsatisfactory. 

Initiation ceremonies. Initiation ceremonies are men- 
tioned in only one handbook. Ceremonies may be carried out 
provided the activities are: a) not harmful or will not create 


unfavorable public opinion, b) have the approval of the principal, 
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¢) confined to one day, and d) supervised by the principal 
and the teachers. 

Insurance plans for students. Almost one-half of the 
handbooks in this study refer to an accident insurance plan 
for pupils and recommend that all families carry it or 
another form of medical insurance. Most boards make the 
insurance plan available on a voluntary basis. Parents of 
participating students are responsible for the payment of 
premiums. Benefits under such a plan are detailed in only 
one case. Two handbooks report an accident insurance plan 
which is financed by the school board. It provides coverage 
of up to two hundred and fifty dollars per student in case 
of bodily harm. 

Leaving school grounds. Two out of every five hand- 
books contain regulations which forbid students from leaving 
the school grounds during school hours. Although local regu- 
lations vary from place to place, there is common agreement 
that a student should not be permitted to leave school 
grounds without permission and good reason. ‘Two school 
boards require that a written request be made by the parent 
before such permission is granted. One handbook states that 
school board policy on this question is subject to local 
modification with board approval. 
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pen and ink by pupils appears in two handbooks. Pupils are 
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Te 
normally permitted to use pen and ink during the grade four 
year, but postponement is suggested for those who do not use 
pen and ink wisely and well at this level. A straight pen 
is recommended for formal writing lessons in the elementary 
erades, while the fountain pen is permitted for students be- 
ginning junior high school. The use of a ball point is dis= 
couraged at all times. 

Promotion. Seventy per cent of the handbooks contain 
student promotion policies. Many boards record their adoption 
of the promotional policies outlined in the Department of Ed- 
ucation's Promotion Policies Report. Local modifications of 
these policies are noted in some handbooks. 

Procedure offering guidance in the handling of question- 
able promotions and in the acceleration of pupils is outlined. 
In both cases, the superintendent is usually consulted. In 
accordance with section 368(g) of The School Act, two hand- 
books state that all promotions are subject to the approval 
of the principal and the ratification of the superintendent. 

Registration cards. Mention of registration cards 
for the purpose of providing the superintendent with a nom- 
imal roli of all pupils in the’ area 1s made in only ene hand-= 
pook. Information regarding the handling of these cards is 
also given. 

Report cards. Methods of reporting pupil progress to 
parents are recorded in nearly all the handbooks. Indicated 


in the handbooks are the number of reports to be issued during 
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the school year and the approximate dates of issue. Almost 
all boards recommend parent-teacher conferences as one method 
of reporting. Adequate preparation is named as the keynote 
for successful conferences. 

Section 368(i) in The School Act, requiring the teacher 
to report on the pupil's attendance, conduct and progress, is 
often quoted in the handbooks. 


scholarships and awards. Nearly one-half of the policy 


handbooks describe provincial and local scholarships and 
awards which are available to deserving students. Des- 
eriptions usually include the value of each scholarship, the 
nature of any award, the sponsor's name, and the conditions 
with which the recipient must comply. Some handbooks only 
refer to a list of scholarships and awards which is available 
to interested persons at the central office. 

Suspension of pupils. Board policy in relation to the 
SUSpexisa Oneolt pupil sisisiprinted “inveleven handbooks. Reasons 
for possible suspension are usually given in accordance with 
section 369 of The School Act. The procedure outlined in 
section 369 is often modified according to local policy. 
Truancy and smoking on school premises are both listed as 
adequate reasons for suspension. Many boards ask that a 
written report of suspension be made to the parents or guardi- 


a) oe 


ans in addition to those reports required by provincial law. 


Textbook sales and rentals. Details of textbook sale 


or rental programs are noted in three-quarters of the handbooks. 


7 
A considerable difference in content is noted in these sec- 
tions because of wide variation in school board policy. The 
information may be classified under the following headings: 
a) textbook requisitions and distribution, b) costs to the 
pupil, ¢c) financial records, and d) loss or damage assessments. 

"Book packages," which include all textbooks for a 
particular grade, are offered at a set rental rate by some 
boards. 

Transfers. Four handbooks cover the subject of 
student transfer from one school to another. Detailed in- 
formation on the use of provincial transfer forms is re- 
corded by one board. Attention is also given to pupil trans- 
fer in and out of the province. Two boards ask principals to 
refer to the superintendent pupils who register without proper 
transfer eredentials. Another asks that the provincial 
student record card (Form 302-303A) be used when a transfer 
requires the transmission of information. 

Tuition fees. Whether or not, boards wall pay the 
tuition fees for students attending a school outside their 
home division or county is Sateen in sixty-five per cent 
of the handbooks. Generally, tuition fees are not paid if 
adequate instruction is offered within the home division or 
county itself. Many handbooks state that unusual circun- 
stances may warrant exceptions to policy. 

A scale of tuition fees is printed by two school 


boards for outside pupils attending its schools. One division 
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describes a reciprocal tuition agreement with certain neigh- 


boring school units. 


VII. ADMINISTRATIVE POLICIES AND REGULATIONS RELATING TO 


NON-jPROFESSIONAL EMPLOYEES 


This section summarizes policy handbook content in 
relation to the non-professional employees of a school board. 
Included in the summary are policies and regulations govern- 
ing the school bus driver, the clerical assistant, the cus- 
todian, and the maintenance foreman. The number and per- 
centage of policy handbooks containing specific references 


to these employees are recorded in Table V. 


TABLE V 


NUMBER AND PERCENTAGE OF POLICY HANDBOOKS CONTAINING 
SPECIF TED AD ee TRATIVE POLICIES AND RE GULS TION YS 
RELATING TO NON-PROFESSIONAL EMPLOYEES 
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Bus driver regulations. Detailed rules and regula- 
tions for the bus driver appear in three out of every four 
handbooks. They generally relate to the operation of the 
school bus and are designed for the safety of student passen- 
gers. 

Reference is made to the rules and regulations of the 
Highway Traffic Board in relation to school busses.. Drivers 
are expected to be familiar with and to obey these traffic 
laws. For this purpose some boards record the laws in their 
handbooks. 

Driver responsibility for keeping his bus clean and 
in good operating condition is outlined by board rules and 
regulations. Some regulations relate to drivers' rules of 
conduct. Others relate to student behavior in the bus. Most 
boards ask its drivers to post a copy of the rules and regu- 
lations in their busses. 

Bus driver contracts: “References. tocbusldriver ocon— 

tracts are made in forty per cent of the handbooks. Such 
references are made in relation to the following points: 
a) tenure of contracts, b) factors considered in rates of 
pay, ¢) authorization for extra mileages, and d) monthly 
reports. Only one includes the current salary agreement 
between the board and the bus driver. 


Clerical assistants. Six handbooks define the duties 


and lines of responsibility for various clerical assistants. 


Statements of duty are very general in nature, while lines 
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We 
of responsibility are often clearly defined. One board, for 
example, records that the office secretary must look after 
most.of the routine office work and is responsible through 
the secretary-treasurer to the board. Other clerical assist- 
ants whose responsibilities are defined are the assistant 
secretary-treasurer, the office stenographer and the school 
clerk. 

Custodian's duties. A detailed section of almost all 
handbooks is one dealing with the duties of the custodian. 
The custodian's line of responsibility to the school board 
is often channeled through the principal or the maintenance 
foreman. His duties may be classified in relation to the 
following headings: a) general cleaning, b) repairs to 
property, c) maintenance of school grounds, and da) the 
requisition of supplies. 

Custodian's form of contract. Three handbooks include 
a copy of the school board's form of contract for custodians. 
These contracts include a general statement of the custodian's 
duties, a definition of his hours of work, and a notation of 
the tenure of his contract. A Salary schedule based on the 
number of classrooms, special rooms, and offices in a school 
is recorded in one handbook. 


Maintenance foreman. Duties of the maintenance fore- 


Man are expressed in general terms in almost one-half of the 
policy handbooks. He is asked to inspect and to repair the 


school plant and grounds, and to supervise the work of 
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construction and repair crews. Suggested types of work to 
be done during inclement weather are recorded in some hand- 
books. 

Two school boards describe the organization of their 
annual works program and designate the maintenance foreman 


iteecharge of it. 


VIII. ADMINISTRATIVE POLICI#S AND REGULATIONS RELATING TO 


SCHOOL BUILDINGS AND EQUIPMENT 


Board policies and regulations governing school build- 
ings and equipment are recorded in Table VI and are described 


in. this section. 


TABLE VI 


NUMBER AND PERCENTAGE OF POLICY EANDE QUES CONTAINING 
SPECIFIED ADMINISTRA rTVE POLICI#S AND REGULATIONS 
RELATING TO BULLDINGS AND EQUIPMENT 
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Equipment care and operation. Only three boards out- 


line responsibility for proper maintenance and operation of 
school equipment. Annual overhauling of typewriters is men- 
tioned in two handbooks. One of these assigns the responsi- 
bility for proper care and storage of typewriters to the 
principal. According to another handbook, the cost of rea- 
sonable repairs to radios, record players, projectors, and 
tape recorders are defrayed by the school board. 


liguipment usage by outside groups. Policy on the use 


of school equipment by outside organizations is recorded in 
three handbooks. Two of these state that furniture or equip- 
ment should not be used outside of the school. An exception 
is made in the case of a projector being operated by a teacher. 
Another handbook states that any damages to equipment must be 
repaired at the user's expense. It adds that improper use of 
equipment may mean subsequent cancellation of privileges. 

Grants to schools. Various kinds of school board 
erants are described in eighty per cent of the policy hand- 
books. Equipment grants for home economics and shop rooms, 
laboratories, and playgrounds are specified. Grants are also 
made for libraries, staff room furnishings, students' unions, 
track meets, and festivals. 

Grants to schools may be divided into two types; those 
which are offered on a cost-sharing basis and those which are 
assued on a straight per capita or on*sa*classroom basis. Cost 
sharing by the provincial government is usually noted whenever 


applicable. 
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Playgrounds. Responsibility for playground appearance 
and upkeep is designated in almost one-half of the policy 
handbooks. The principal, the teachers, and the custodians 
are given responsibility in the general appearance of school 
grounds and are asked to organize periodic clean-up days. 
Custodians are given the responsibility of keeping the trees 
and lawns in good order. 

Two boards refer to local improvement programs for 
school playgrounds. One of these suggests that community- 
minded organizations be solicited for assistance in such pro- 
grams. Another school board offers to supply the necessary 
materials if the local board will provide free labour. 


School building usage and rental. Acting on authority 


of section 8 of the Revised General Regulations of the Devart- 


ment of Education, nearly all the school boards outline infor- 


mation and regulations concerning the use of school buildings. 
Most of these boards state that school functions have priority 
over any other activities, while one confines the use of 
budidings> to °school affairs: alone: 

Outside groups using school buildings are divided, by 
some boards, into two groups; commercial and non-commercial. 
While some permit commercial groups to use the gymnasia, the 
rates are set fairly Bieh) Lom Ghese-applecants. “This- 2s am 
attempt by school boards to discourage competition with local 
halls. One board rules out all fund-raising functions except 


those which are designated for school purposes. Commercial 


81 
and non-commercial groups are defined and illustrated by 
examples. 

Recognition is made of the rural school as a com- 
munity centre in a few handbooks. One states that such 
schools may be used for any type of activity which has the 
approval of the local board. Social, church, political, and 
other activities are mentioned as examples. 

Generally, all applications must meet with the ap- 
proval of the board or the local trustee. Some boards give 
the applicant a copy of the rules and regulations which 
govern the use of the building. Both smoking and drinking 
liquor are on record as prohibited activities. One board 
notes that failure to comply with the rules will result in 
the suspension of rental privileges. 

Telephone usage. Over half of the handbooks define 
school board policy governing the use of school telephones. 
Most boards accept urgent long distance calls to the office 
and ask that they be made "collect". Two of these boards 
also accept charges for business calls made between schools. 

Three handbooks request restricted use of telephones 
by pupils. Exception to this policy is generally made in 


cases of emergency. 
IX. ADDENDUM 


Six school boards present various types of supple- 


mentary material in the form of an addendum to their policy 
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handbook. Included in these materials are: a) a scale for 
the computation of textbook damages, b) a calendar of school 
events, ¢c) employee contract forms, and d) a teachers' salary 
schedule. One handbook has three additional pages with only 


the title "memorandum" printed on each page. 
SUMMARY 


The twenty Alberta school board policy handbooks con- 
tain policies, regulations, and information on a great many 
Subjects in the field of school administration. Subject areas 
included are: a) the historical background and a description 
of today's administrative unit, b) the duties and powers of 
school board members and of the employees of the board, 
¢) policies and regulations relating to pupils, d) policies 
and regulations governing the "externa" of education, and 
e) references to government acts and regulations. 

Aimost every policy handbook includes a large amount 
of descriptive material. The past and present administrative 
unit is frequently given detailed coverage. Some handbooks 
include a map of the unit. Lists of school personnel and 
Various associations which are active in the community are 
also given. One handbook outlines, in considerable detail, 

a description of each school and its community setting. 

Responsibilities and powers of the school board and 
other school personnel make up a large part of the policy 


handbook contents. The superintendent of schools, the 
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secretary-treasurer, principals, teachers, clerical assis- 
tants, maintenance foremen, custodians, and bus drivers are 
all assigned definite responsibilities. Relationships and 
lines of responsibility between some of these employees are 
specified. Community expectations are also defined for some 
employees. 

Taking up a large portion of the policy handbooks are 
administrative policies and regulations related to the student. 
Many of the statements in this area are intended to assist 
principals and teachers in the management of student-school 
affairs. In addition to these, one finds entries that con- 
tain information of special interest to students such as lists 
of scholarships and awards. 

& smaller section of each handbook deals with board 
policies and regulations governing the "externa" of education. 
The majority of these rulings deal with the care and use of 
school buildings and equipment. Rental rates for the use of 
school buildings by outside groups, amounts of school board 
grants for school equipment and supplies, and the upkeep of 
school playgrounds are among the items covered. 

Throughout the policy handbooks one finds many refer- 
ances to government acts and regulations. The School Act and 


the Revised General Regulations of the Department of Education 


are two legal documents that are most commonly quoted or para- 
phrased. Others referred to are The County Act, Regulations 


Under The Fire Prevention Act, and Ehe Provincial Board of 
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The present chapter has outlined the contents of twenty 

policy handbooks from Alberta school boards. In the following 
chapter the practices which were used in the formulation and 


revision of the same handbooks are reviewed. 
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CHAPTER IV 


THE WRITING AND REVISION OF SCHOOL BOARD POLICY HANDBOOKS 


IN ALBERTA 


Much interest in the writing of policy handbooks has 
developed during the past decade among rural school boards in 
Alberta. All policy handbooks in this study, with one excep- 
tion, have been written since 1950. The earliest attempt at 
writing a policy handbook in this province was made by the 
administrative unit of Newell, which started its handbook in 
1948. 

This chapter outlines board practices in the writing 
and in the revising of the twenty policy handbooks described 
in chapter III. Most of the data were collected by inter- 
Views with persons who were either directly involved in, or 
closely associated with, the writing of the handbooks. Among 
those interviewed were school board members, superintendents, 
and secretary-treasurers. Legal considerations affecting 
codified policy were obtained through interviews with officials 
of the Alberta Department of Education. 

School board practices with regard to writing and re- 
Vising Alberta policy handbooks are presented according to the 
following outline: 

1. Practices and Principles Involved in Writing Twenty 

Policy Handbooks for Alberta School Boards. 
a) Collecting and organizing materials. 

b) Writing the policy handbook. 

c) Printing and distributing the handbooks. 


2. How Alberta Policy Handbooks Are Revised and Kept 
Up to Date. 


86 


3. Legal Considerations Affecting Codified Policy. 


I. PRACTICES AND PRINCIPLES INVOLVED IN WRITING 


TWENTY POLICY HANDBOOKS FOR ALBERTA SCHOOL BOARDS 


A pattern of common practices used in the process of 
writing school board policy handbooks is presented in this 
section, In addition to common practices, this part in- 
cludes special methods in the process which were especially 
helpful... Suggestions made by school administrators for the 


improvement of handbooks are also recorded. 


Collecting and Organizing Materials 

Sources of material for the policy handbook. Four main 
sources of material for the handbooks were reported by Alberta 
school boards. Policies, regulations, and information for the 
handbooks were compiled from the boards' minutes, and suggested 
by board members, superintendents, and principals. A common 
practice among the writers was to review the board's minutes 
and other records, often searching back several years. Four 
school boards examined twenty years of proceedings. An im- 
portant practice in the reviews was the screening out of out- 
dated or disused policies. The board members made important 
contributions to the contents of every handbook in this study. 
It was noted that the long-experienced members were especially 
helpful in suggesting and clarifying school practices and pol- 
icies. In addition to the trustees! suggestions, the superin- 


tendents and principals contributed to every handbook 
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suggestions which they considered to be of importance. 

Other policy handbooks were examined by twelve boards 
for ideas to be included in their own handbooks. Fewer than 
one-half of the boards consulted teachers for suggestions. 

In some places, the assistant superintendents and secretary- 
treasurers contributed ideas for the new handbooks. Members 
of local teachers! associations and the local Health Units 
were also asked to give their suggestions. 

Certain classifications of policy and information were 
not included in the handbooks. In order to avoid unnecessary 
duplication of material, and to keep the handbook as brief as 
possible, two school boards excluded quotations from The 
School Act. Policies and information which were regarded 
as temporary in nature, and regulations which pertained to 
individual schools were handled through other channels. One 
school board reported that periodic bulletins were used for 
that type of material. It was noticed that appendices to the 
handbooks were used by some boards for material which is sub- 
jyeet to frequent revisions. 

The organization of materials. School boards sug- 
gested the drafting of a tentative table of contents as a 
helpful procedure in getting a handbook started. The arrange- 
ment of the major divisions of a handbook and their subhead- 
ings provided a framework for the assignment of committee work. 
Some groups reported the placement of subheadings in alpha- 


. betical order as a useful practice. 
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The adoption of a uniform system for the enumeration 
of all sections of a policy handbook proved a helpful step to 
one planning committee. Chapters and subheadings were numeri- 
cally and alphabetically arranged. With such a system, refer- 
ences were easily made to different parts of the policy hand- 


book during committee discussions. 


Writing the Policy Handbook 


Committee assignments. Many school boards assigned 


the responsibility of writing a handbook to their superin- 
tendents and principals. Sixteen of the superintendents, 
working through the local principals! associations, set up 
committees of principals for writing the handbooks. Boards 
that used committees divided the work among a greater number 
of persons. Hach of the committees was usually assigned the 
writing of a specific chapter for the first draft of the hand- 
book, 

Board members were engaged in committee work on eleven 
of the handbooks. ‘Ten secretary-treasurers and one assistant 
Superintendent also participated on the committees. Teachers 
took part in the work of committees in one school system. The 
policy handbook committees involved fewer persons in some 
eases. In one instance, the committee consisted of the board 
members, the superintendent, the secretary-treasurer, and the 
office staff. Board members and the superintendent were the 


| only persons involved in writing two of the handbooks. One 


handbook was written entirely by a superintendent, while 
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another was written by a secretary-treasurer. 

Many school boards made an attempt to involve their 
employees in the writing of policy which directly affected 
their working conditions. In one area, for example, the 
superintendent, the secretary-treasurer, and a group of 
principals each defined the duties and responsibilities of 
their respective offices. Teachers participated in describ- 
ing their own duties and responsibilities in some school sys- 
tems. Bus drivers and custodians were consulted in relation 
to the formulation of policy which affected their work. 

One board reported the appointment of a steering com- 
mittee which directed and coordinated the work of all policy 
handbook sub-committees. All first drafts of the sub- 
committee work were checked by this committee before they 
were delivered to the board. The steering committee was 
made up of the superintendent, a member of the board, and 
three principals. 

Style of writing. Considerable thought was given to 
the style of writing used in the handbooks. Adjectives such 
as coneise, explicit, direet, and formal were reported as 
guides for statements of policy and regulations. One admin- 
istrator pointed out that a policy handbook should be similar 
in wording to The School Act, and added that policy should 
not be subject to a variety of interpretations. 

General statements of policy, which would serve to 


direct a course of action and allow scope for decisions, was 
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Suggested as a guide for writing a policy handbook. Most 
handbook writers agreed that details were to be avoided when- 
ever possible. Some writers cautioned against writing exten- 
Sive and bulky handbooks which might discourage reading. 

School board approval of contents. The committees 
presented the first drafts of the handbooks for board approval 
at different stages of writing. More than half of the boards 
received all chapters of the new handbook at one time. Other 
boards accepted and approved each chapter after it was written 
and thereby spread their work over a longer period of time. 

A third practice reported was to present the handbook to the 
board in two parts, one part at the half way mark, and the 
remainder at the completion of the final chapter. 

Most first drafts of the handbooks were accepted and 
approved without changes by the school boards. A variety of 
practices was followed when a statement failed to meet with 
board approval. Usually the item was referred to the hand- 
book committee along with recommendations covering the pro- 
posed changes. Some boards asked the superintendent, or the 
secretary-treasurer to make the required changes, while three 
boards made the changes themselves. One board worked through 
its steering committee for the necessary revisions. 

Proofreading the handbook. Both individuals and groups 
assisted in the correction of errors before the policy hand- 
books were printed. Hight handbooks were checked over by the 
Superintendents. The secretary-treasurers and their office 


Staffs helped to correct errors in five handbooks. Other 
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persons who helped to proofread were school board members, 
principals, and teachers. 

Paginating the handbook. School boards adopt various 
systems for numbering the pages of handbooks. Exceptions to 
the common method of numbering pages are made by some boards 
in order to permit the addition or deletion of pages without 
too much difficulty. 

Three handbooks are paginated both numerically and 
alphabetically. A check list in one of these handbooks indi- 
cates the page numbers and outlines the procedure for changing 
pages. When page five is replaced under this plan, for ex- 
ample, the new page becomes page five "a", By keeping a list 
of all pages which shovld be included, the handbook is kept 
up to date. 

Iwo boards assign a letter of the alphabet to each 
chapter in their handbooks. The practice of beginning each 
chapter with page one provides an open end for the addition 
of new material under each chapter heading. An attempt is 
also made to keep each page confined to one item of policy 
or information. 

Official adoption of the handbook. Fifteen of the 
twenty school boards who participated in this study officially 
recorded the adoption of their policy handbook. This important 
legal step of adopting the policy handbook is discussed further 
in the section dealing with legal considerations in policy 


writing. 
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Printing and Distributing the Handbooks 

Printing the policy handbook. Sighteen school boards 
printed their handbooks on office duplicating machines. Local 
printers were employed by two boards to publish handbooks in 
booklet form. Paper measuring eight and one-half by eleven 
inches was used in most cases. One board stated that the use 
of eight and one-half by fourteen inch pages tended to mak 
its handbooks too cumbersome for office use. 

School board experience with stapled handbooks and with 
published booklets has proven unsatisfactory from the stand- 
point of making revisions. Some boards reported their in- 
tentions of changing to a looseleaf style handbook. 

Most boards purchased a good quality cover for their 
handbooks. These were durable covers of hard or flexible 
material. A light cardboard cover was described as impracti- 
cal by one board. 

Improving the policy handbook. The idea of dividing 
a policy handbook into two parts was Suggested as one way to 
improve present handbooks. ne part would be for general 
Statements of board policy and the other for specific regu- 
lations which were designed to carry out policy. Such a hand- 
book would serve to keep the board's attention on policy alone 
without being distracted by unnecessary detail. The superin- 
tendént and principals would be responsible for developing 
regulations and procedures necessary to carry out board policy. 

Various practices are suggested to assist the reader 


in finding a section of policy in the handbooks. Each chapter 
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of one handbook is printed on a different color or paper. 
The chapter heading is recorded in large print at the bottom 
of each page. A tab system and a thumb-indexing system are 
both suggested as means to improve the structure of present 
handbooks. 


Distributing the handbooks. Once the policy handbooks 
eco Fann a etn tl alae 1: 


were printed, they were distributed to all board members, 
superintendents, secretary-treasurers, and principals. Six- 
teen out of the twenty school boards distributed handbook 

to teachers on their staffs. The Alberta School Trustees! 
Association received copies of twelve different policy hand- 
books. Copies were also sent to local school boards in eight 
Gf “che gdministrative units. One out of Roncasences boards 
provided copies for the Home and School Associations, for the 
bus drivers, and for the custodians of schools. Less fre- 
quently, policy handbooks were sent to the Department of 
Education, to the University of Alberta, and to the munici- 
pal councils. In some areas the local health unit and the 


community library received copies of the handbook. 


II. HOW ALBERTA POLICY HANDBOOKS ARE REVISED 
AND KEPT UP TO DATE 


2 4. J. 


The need for systematic revision of written policies, 
regulations, and information is stressed by school board mem- 
bers and superintendents. Bleven of the school boards in this 


study have definite plans for the review of their policy 
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handbooks at regular intervals of time. Of these boards, 
five print their revision plans in the prefaces of the hand- 
books. The following example is typical: 

It is intended that the information in the guide shall 
be applicable to the period of a school year and that it 
will be revised each year in September with annual dis- 
tribution to personnel.t 

Hrequency of Revision 

Many of the school boards revise their handbooks as 
the needa arises... Some plan for revision once a year, usually 
at the beginning of the school year. One board plans to re- 


vise its policy handbook every five years. 


Keeping Policy Under Review 


Some practices are reported to assure revision of pol- 
icy handbooks as planned. In one aces system, the secretary- 
treasurer sends a check list to staff members for their sug- 
gestions each year. Keeping the handbook under constant re- 
View at principals! meetings is another practice. In one 
division, the. superintendent raises the question of policy 
handbook review at one meeting each year of the Principals! 
Association. Policies are placed on the agenda of each school 
board meeting in one school system. Another practice is to 
have the superintendent review the policy handbook prior to 


September of each year. 


aL 
Peace River: Sehool-Division-No.,.10,.0fficial Guide: for 
Use of Personnel, Peace River, Alberta, 1960, (preface). 
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Personnel Involved in Revision 

Various persons help to revise the handbooks. In most 
cases, the superintendent and the secretary-treasurer are in- 
volved. Principals and teachers participate in some areas. 
A common practice is to have local principals! associations 


present their recommehdations of policy changes to the school 


boards. One board has a standing committee on policy handbook 


revision. It includes the superintendent, two board’ members, 


and one principal. 


Preparing for Annual Revisions 

Boards making an annual revision of their handbooks 
report methods of compiling new policies and regulations dur- 
ing the year. The secretary-treasurer in one school system 
reviews the minutes of the past year and summarizes the addi- 
tions and changes in policy. Another board keeps a master 
handbook..on file at the school board office. In this master 
copy, changes and additions are recorded as they occur. At 
the’ end ot the year, this handbook is used as a guide to re- 
vise all other handbooks. 4n annual check of the handbook 
to consider the elimination of outdated or unnecessary policy 


is reported as a helpful practice. 


Keeping Distributed Handbooks Up to Date 


In order to keep all distributed copies of the hand- 
books up to date, three different practices are employed by 


school boards. Most boards have the revised pages sent out 
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tO principals for distribution. A second practice is to have 
all handbooks turned into the board office for annual revision. 
Other boards print a new policy handbook each year to replace 
the outdated handbooks. 

School boards which send out revised pages to princi- 
pals use several different means to ensure that the new pages 
are properly filed in the handbooks... In one area,.a cheek 
sheet is provided for each policy handbook. On the check 
sheet are the numbers and letters of all pages which are nec- 
essary to bring the handbook up to date. <A place for the 
teacher's signature is provided on the same sheet to certify 
that all additions and deletions of pages have been made. 
Another school board has all new pages numbered and dated, 


aS 


and sends out a circular letter which gives instructions to 


replace certain pages in the handbooks. 


Keeping the Staff Informed of Policy Changes 

Two practices are followed which inform principals and 
teachers of new changes in the handbooks. In one school sys- 
tem, the superintendent arranges for an annual fall institute 
of teachers for the primary purpose of reviewing policy. The 
program centres around those questions which are most fre- 
quently asked by teachers and principals. Another superin- 
tendent asks the principals to review the policy handbook at 
one staff meeting early in the school year. The review is in- 
tended to familiarize new teachers with the handbook and to 


bring everyone up to date on recent changes. 


eM 
III. L&GAL CONSIDERATIONS AFFECTING CODIFIED POLICY 


A school board's power to formulate policies and regu- 
lations is established upon three sources, namely: the provin- 
cial statutes, the departmental regulations, and the princi- 
ples of common law. 

The powers and duties of boards of trustees and their 
officers are clearly set out in The School Act. Particular 
reference to the duty of a school board to make regulations 
for the management of the schools is made in section 179. 
Throughout The School Act, boards are guided in their admin- 
istration of schools by mandatory and discretionary duties 
and powers. Some powers are based on contingent legislation. 
Under these provisions, a board of trustees effectuates the 
statute upon finding the existence of specified conditions. 

The School Act states that a board of trustees shall 
do (or that it may do) certain things, but in many cases it 
does not say when or how the board shall proceed. Under 
these conditions a board must be guided by its own discretion 
and by the professional advice of its administrative staff. 

It is necessary that the board make sure that its pol- 
icies and regulations do not conflict with the existing manda- 


tory laws of the province. The provincial director of school 


2 
Queen's Printers for Alberta, The School Act, (Part VI 


pp. 55-72. 


)s 
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administration3 advises that a superintendent of schools 
should review statements of board policy in terms of their 
legality... If there is still any doubt, the policy (or pol- 
icies) should be sent to the Department of Education for a 
ruling. Should a rule be adopted which contravenes a pro- 
vincial statute or regulation, a court of law would. hold such 
a rule illegal. All school board rules must therefore be au- 
thorized and consistent with provincial law. 

In section 76 of The School Act, a school board is 
described as a corporation. Inherent in the power of any 
corporation is the right to formulate rules and regulations 
for its internal administration. Because the school board 
aS a Corporation, it is subject to principles of common law 
and these should further guide a school board in its decisions. 

According to Dr. Bargen,* one of the common law princi- 
ples applicable to writing a policy handbook is that due pro- 
cess of law does not require notice and hearing before the 
adoption of regulatory rules. In practice, a hearing may be 
eranteq. but only for the purpose of giving those affected 


an opportunity to express their opinions. 


Dr. J. W. Chalmers, of the Department of Education, 
Edmonton, Alberta, in an interview, April, 1960. Permission 
to EG secured. 


be. P. Pa panecen., Superintendent of Schools, Jasper 
Place Sehool District, Edmonton, Alberta, in an interview, 
March, 1960. Permission to quote secured. 
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The rules and regulations of a school board are, in 

law; administrative provisions. They are the result of the 
exercise of a board's quasi-legislative powers. A board of 
trustees may delegate its duty of drafting certain rules and 
regulations, but for these to become effective, they must be 
adopted officially by the board. On this point, Dr. Chalmers 
states: 

If it is policy, it must be in writing and appear in 
the board's minutes. Otherwise it is only a practice 
or a precedent. A policy handbook could serve as an 
addendum to the minutes of the school board.9) 

It is equally important that all amendments to existing pol- 
icies and regulations be recorded in the school board's re- 


cord of proceedings. 
SUMMARY 


The intent of this chapter is to report the practices 
of twenty Alberta school boards in writing and revising their 
policy handbooks. Although methods vary from place to place, 
a pattern of practices and considerations emerge which should 
prove helpful to the boards of trustees who are planning to 
write or to revise their handbooks. 

It is generally accepted that policies are likely to 
be most effective if they represent the cooperative efforts 


of a great many of the persons affected by them. Most of the 


Dr. J. W. Chalmers, of the Department of Education, 
Edmonton, Alberta, in an interview, April, 1960. Permission 
to quote secured. 
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handbooks in this study are the results of the work of con- 
mittees who, directly or indirectly, involved the school 
board members and officers, school employees, and the public. 

Onee the handbooks were printed they received wide 
distribution. Various practices are reported for keeping 
the distributed copies up to date with new and amended pol- 
icies and regulations. Some boards have definite plans for 
revising their handbooks and report successful methods of 
keeping their staffs informed of the changes. 

Two legal considerations stand out in the formulation 
of codified policy. First, all policies and regulations of 
a school board must be in accord with provincial statutes, 
departmental regulations, and common law. In the second place, 
the contents of a policy handbook mast be officially adopted 
by a motion of the school board. 


The following chapter outlines the reported value of 


policy handbooks to twenty administrative units in Alberta. 


CHAPTER V 


REPORTED VALUE OF POLICY HANDBOOKS TO 


ALBERTA SCHOOL BOARDS 


What reasons are given by school boards for writing 
a policy handbook? Of what value is a handbook to Alberta 
school boards and their administrative personnel? In wha 
ways is a handbook helpful to the employees of the boards? 
Are there possible disadvantages associated with codified 
policy? This chapter summarizes answers given by board 
members, secretary-treasurers, and superintendents to these 
questions in an attempt to assess the advantages and pos- 
sible disadvantages of a policy handbook. Accordingly, this 
chapter is arranged under the following sub-headings: 


1. Reasons Given by Alberta School Administrators 
For Writing a Policy Handbook. 


2. Reported Values of a Policy Handbook to Alberta 
School Boards and Their Employees. 


3. An Assessment by Alberta School Administrators 


of Policy Handbook Values as Reported by Ameri- 
can Writers. 


> 


4, Possible Disadvantages Associated With Having a 


Policy Handbook. 


° 


I. REASONS GIVEN BY ALBERTA SCHOOL ADMINISTRATORS 


FOR WRITING A POLICY HANDBOOK 


School administrators in Alberta report many reasons 
for writing their policy handbooks. The most popular reason 


given is to provide a description of the administrative. unit 
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and a readily accessible source of information on board pol- 
icy.- Related to this primary reason is the orientation of 
board members, administrative personnel, and employees who 
are not acquainted with the school system. 

A desire for the standardization of practices in the 
schools is frequently reported as’ a reason for writing a 
handbook, Other school boards state that their handbooks 
were written to insure a degree of continuity in board’ pol- 
i¢ies and regulations. 

Another reason commonly expressed for codifying pol- 
icy is that a handbook contains answers to questions which 
are most frequently asked by employees. .As a result they 
State that a handbook can save time and confusion. 

Less frequently the following reasons for writing a 
policy handbook are given by school administrators: 

a) To show prospective employees. 

b) To provide a systematic annual review of policy. 

c) To assist the secretary-treasurer in defining 

POLLEY. 

d) To make provincial laws readily available. 

e) To avoid conflicting versions of policy. 

£f), To stabilize educational policy. 

g) Because a handbook is recognized as an essential 

part of good business administration. 
iT. REPORTED VALUES OF A POLICY HANDBOOK TO ALBERTA 


SCHOOL BOARDS AND THEIR EMPLOYEES 


Reported values of policy handbooks to school boards 
and their administrative personnel in this review represent 


the experience of twenty administrative units in Alberta. 


LOS 

The clarification of board policy is foremost in the 
minds of administrators when assessing the values of a hand- 
book. One board member reports that the experience of writ- 
ing the handbook alone had helped to clarify the board's 
thinking on policy matters. ‘The second most popular value 
associated with the handbook is that it saves time; fewer 
questions are being asked by the board's employees. 

An established value of the handbook is the part it 
plays in the orientation of new board members. This point 
is emphasized by a superintendent who had recently experienced 
the replacement of the school board by a new school committee 
in a recently organized county. 

A few administrators report that a handbook tends to 
promote consistency, continuity, and stability of board pol- 
icy and regulations. They state that the handbook provides 
uniform policy and regulations for all schools. Less fre- 
quentiy, the handbook is reported of value because it: 

a) provides a systematic review, b) is a handy reference, 
c) confines board members to established policy, and d) sin- 
plifies administration. 


7 


Many board members agree that the handbook provides a 
y iS i 


ready reference to guide an employee's decision and action 


1 


ith this value, the handbook 


_ 
= 
By 


in cases of doubt. Associated 
enables teachers and principals to make decisions more prompt- 
ly without referring them to the board. Three administrators 
point out that the policy handbook serves to orient new staff 


members. 
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III. AN ASSESSMENT BY ALBERTA SCHOOL ADMINISTRATORS OF 
POLICY HANDBOOK VALUES AS REPORTED 


BY AMERICAN WRITERS 


An attempt is made in this section to determine the 
extent of agreement between school administrators in Alberta 
and American writers on the values of school board Ailes 
handbooks. In order to get some idea of the extent of this 
agreement, board members, superintendents, and secretary- 
treasurers were asked to examine the values reported by Ameri- 
Can writers. They were requested to place a check beside those 
values with which they would agree in relation to their own 
administrative unit. Where two or more persons represented 

a single school system in an interview, their assessments of 
handbook values were combined and counted as one. This was 
done in order to give a more balanced picture of the views 
held by’ twenty school boards and their officials. The re- 
SuLTS~Oitthe cheek list are recorded in Table VII. 

There appears to be considerable agreement between 
Alberta's school administrators and the American writers on 
most of the items in Table VII. Strongest agreement is shown 
in relation to the value of a policy handbook in a) promoting 
continuity, stability, and consistency of board action, and 
b) saving time and effort by eliminating the necessity of 
making similar decisions over again. 

Least agreement is indicated in the value of a hand- 


book in a) aiding the board in appraising educational Sey tees. 
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TABLE VII 


EXTENT OF AGREEMENT OF ALBERTA SCHOOL ADMINISTRATORS WITH 
AMERICAN WRITERS ON THE VALUE OF A POLICY HANDBOOK 


Number in Percentage in 
Reported Value agreement agreement 


ma a ee RR A A me mg am 


Promotes continuity, stability, and 
eonsistency Of board aGtiOM. ..usccce we 19 95 


Saves time and effort by eliminating 
the necessity of making similar 
MSCHSMOMS TVET: AL ATMs. ss6 ossicles 06-aane.ohe 19 95 


Helps in orientation of new board 
Siasl Saye eT n NOT Oia o Goin cin oc digo 0 5 18 90 


Facilitates the orderly review of 


board (JPEG ILOS SS Gets ooo 0 OD Dioic OO Onioo 16 80 
Enables staff members to understand 

their work in relation to the total 

AGGigtEres or the School, System. «ss... 16 S10) 
Helps to clarify roles of administrative 

andvempdoyed personnela< 25.6. tesceeome 16 50 
Maintains good board-superintendent 

PEALE aL GINS ays) 4G Sn oO Oe clo OOO Omir CHOI 14 70 
Facilitates the improvement of staff 

morale by providing statements of 

policy with respect to uniform and 

fair treatment of employees.s.siossoese 12 60 
Enables the board to provide for many 

affairs or conditions in advance 

of their INS yo] UNM os olo Geo OOo 6 OO Do qe 55 
Provides legal safeguards for board 

and GBS GS ac RARER EAC AaeR TET PROC SEE RRC ERE ® 50 
Aids the board in appraising 

edues tlomalwservicess. vetots.meesa sae. 7 Bb 


Keeps the public and school staff 
Wemormed. Of MOAR "AC UO... « a «© <0 6s) 4 orcs Wy 35) 


A 
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and b) keeping the public and school staff informed of board 
action. All other reported values had the support of at 


least one-half of the school administrators. 


IV. POSSIBLE DISADVANTAGES ASSOCIATED WITH HAVING 
P 


OLICY HANDBOOK 


A 


r 


rS 


his section expresses the feeling of board members, 
superintendents, and secretary-treasurers in Alberta regard- 
ing possible disadvantages of policy handbooks. 

The school administrators' strongest criticism is that 
a handbook tends to preserve the status quo. Some of them 
point out that any list of rules and regulations tends to 
restrict flexibility. Commenting on this disadvantage, a 
board member emphasizes that a handbook must be used cor- 
rectly and not be regarded as a "rule of iron". Many admin- 
istrators agree that the handbook requires continual revis- 
ion because of changing conditions. One board reports some 
evidence of frustration, because of its codified policy, but 
adds that the need of a clear cut statement of policy over- 
Shadows this disadvantage. 

Many: school boards report that a handbook does not 
always serve its purpose because it is not read by all en- 
ployees. One administrator believes that it is difficult to 
Seteout agligpolicy in sa brief, neadable book whichis short 
enough to encourage study. Noting that the handbook may not 


a U 


be read too extensively, a board member believes that the 


ROW 
biggest value, therefore, is in the process of composing it. 

Two school boards point out the danger of including 
too many details in a handbook and thereby “over-regulating" 
the school system. One board feels that such a handbook may 
tend to reduce the initiative of employees by restricting 
them to a set of rules. 

Although there are some reported disadvantages associ- 
ated with having a policy handbook, efforts are being made by 
school boards to overcome them. Plans for continual revision 
of handbooks are attempts to overcome the lack of flexibility 
attributed to written policy. Because administrators complain 
that employees do not refer to the handbook, efforts are being 


made to encovrage study of board policy at special meetings. 
SUMMARY 


Reports of the experience of twenty Alberta school 
boards suggest that a policy handbook can make many valuable 
contributions to a school system. Considerable agreement be- 
tween Alberta's school administrators and. American writers on 
the worth of codified policy is evident. The many values as- 
sociated with a policy handbook appear to outweigh the few 
reported disadvantages. ‘The findings suggest that school 
boards, their administrative personnel, and employees all 
benefit from a clear statement of school policies and regu- 


lations. 


CHAPTER VI 
CONCLUSIONS AND RECOMMENDATIONS 


Two main conclusions arise from this study of Alberta 

school board policy handbooks, 

1. The reported success of twenty school board policy 
handbooks in Alberta suggests that every school 
system would benefit by having its policy in 
writing. 


2. There is a special need for guidance in the writing 
and revision of school board policy handbooks. 


The recommendations which follow are designed to act 
as a check list for school boards that are planning to write 
a handbook for the first time and for those boards that are 
revising a handbook which they already possess. Most of 
these recommendations are based on proven practices and guid- 
ing principles which are presently being followed. 

Findings and recommendations in this final chapter are 
organized under two headings: 


1. Recommendations Relating to the Contents of a School 
Board Policy Handbook. 


2. Recommendations Relating to the Formulation and 
Revision of a Policy Handbook. 


I. RECOMMENDATIONS RELATING TO THe CONTENTS 


OF A SCHOOL BOARD POLICY HaNDBOOK 


The school board policy handbook as an instrument of 
local educational philosophy, should be designed to meet the 
special needs and expectations of the community. Since com- 
munities are unlike one another, (eg. physically, economically, 


and culturally), school policies and regulations, in responding 


j 
§ 


mation and policy which handbooks may include. 
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to qa Variety of conditions, will probably be different in 


For this*reason, policies and regulations “should be 


developed locally. Handbook statements from other adminis- 
trative units may not be as effective or as acceptable if 


they are adopted in a new setting. 


The following list suggests various sections of infor- 
1 


i, Preface: 


a) The preface should include a statement of edu- 
Cational philosophy and the objectives of the 
local school system. 

b) Written into the preface should be the plan for 
revising and keeping the handbook up to date. 

c) An acknowledgement of those who helped to write 
the handbook may also be included. 


2. Descriptive Features of the Administrative Unit: 


ee 


a) A short historical account of the past may be 
included for background. 
b) A description of the present administrative unit 


and its operation should be given for the orien- 
tation of new board members and school employees. 


c) A listing of administrative personnel, including 
their phone numbers and addresses has been 
found useful. 

ad) Educational associations that’ are acttve in ti 


community may also be described very briefly. 


3. Duties and Powers of Administrative Officers: 


‘The duties and powers of the following administrative 


officers should be clearly defined in writing: 


a) School board members. 

b) Superintendent of schools. 

c) Secretary-treasurer. 

d) Supervisors of instruction. 

e) School principals and assistants. 


ae 
A suggested table of contents appears in Appendix A. 


aXe) 
4, Administrative Policies Affecting Teachers: 


a) Statements of policy and information governing a 
teacher's conditions of employment and re- 
sponsibilities should be recorded. 


5. Administrative Policies and Regulations 
to Pupils: 


a) A policy handbook should state school board pol- 
icies and regulations which may assist princi- 
pals and teachers in the management of student- 
school affairs, (eg. policy on attendance). 

b) Information of interest to pupils, such as lists 
of scholarships and awards, may also be included. 


6. Administrative Policies and Regulations Relating to 


Non=-Professional Hmoloveess: 


The duties and lines of responsibility of the fol- 
lowing school employees should be clearly outlined: 

armbuscmerivers. 

b) Clerical assistants. 


é), Gustodtans. 
ad) Maintenance 


a 
at 


oremen,. 


7. Administrative Policies and Regulations Relating to 
School Buildings and Equipment: 


a) Regulations controlling the rental and care of 
school buildings and equipment by outside groups 
should be recorded in the policy handbook. 

b) School board grants for school equipment and 
student activities should be stipulated. 

The policy handbook must be comprehensive in coverage 
in order to act as a complete guide on the administrative 
affairs of the school system. Im addition to what is sug- 
gested above, a handbook should contain pertinent quotations 
and/or references to provincial laws. These may be compiled 


together into one section of the handbook or woven into the 


fabric wherever they apply to local policies and regulations. 


Ae 
Paraphrasing provincial laws and regulations and removing 
sections out of context are questionable practices. A refer- 
ence to lengthy sections in the provincial statutes will 


avoid the possibility of misinterpretation, 


II. RECOMMENDATIONS RELATING TO THE FORMULATION 


AND REVISION OF A POLICY HANDBO 


This section attempts to bring together some guiding 
principles and practices that have proven successful in writ- 
ing and revising policy handbooks. Charted below is a sug- 
gested course of action which’a school board may follow in 
writing a handbook. 


1. A Steering committee of about five persons should 
be appointed to pilot the policy handbook through 
its formulative stages. This committee could in- 
clude a school board member, the superintendent, 
thesecretary-treasurer,' a principal, and ‘a 
teacher. 


2. A tentative table of contents and a system for 
enuuerating items should be drawn up by the 
steering committee. These should be reviewed 
by the principals' association and then referred 
to the school board for approval. 


3. Committees of principals should be set up to develop 
certain sections of the handbook. Some attempt 
should be made to involve other employees who 
are directly affected by the policies. 


a) A review of school board minutes has proven 
helpful .in locating policies which are still 
in effect. 

b) Phe style of writing used in a handbook should 
be clear and understandable to everyone who 
will be reading it. 

ec) An attempt should be made to avoid the in- 
clusion of temporary notices and pedagogi- 
cal materials that are better handled by a 
Superintendent's bulletin or by an instruc- 
tional handbook. 


ieiv2 


l.. The steering committee should review each section 
as it 1s completed in first draft, and forward 
it to the school board for approval. Any changes 
that are necessary should be returned to the com- 
mittee that did the original writing. 


5. After all sections receive school board approval, 
the handbook should be proofread by some compe- 
tent person who is familiar with board policy. 
The superintendent should review the statements 
of policy in terms of their legality. Any 
questionable items should be sent to the Depar 
ment of Hducation for a ruling. 


6. Print the policy handbooks on an office duplicating 
machine, bind them in looseleaf type binders, and 
Present a copy to the school board: for its. official 


adoptions 


a) The committee should plan for a system of 
ating the handbook which allows for the 
tion and deletion of pages. Lettering ea 
section alphabetically and. starting a 
one in each section has proven a sati 
system. 

b) To provide greater ease in revising the hand- 
book, some consideration should be given to 
placing on each page only one area of policy. 

e¢) Subject headings should be recorded in large 
print at the top er bottom-of-each page. 

d) A tab system or a thumb-indexing system should 
be considered to help a reader find a partic- 
ular section in the handbook. Printing each 
section of policy on’a-different color of 
paper is also a helpful practice. 

e) The handbook should be bound with a dureble 
cover that will withstand continued handling. 


7+ The policy handbooks should be widely distributed 
and available to all interested persons in the 
community. Every school employee should have a 
copy. A school board might consider giving copies 
to community libraries and to local Home and 
School Associations. 


The dynamic nature of educational objectives suggests 
that school board policy handbooks must be reviewed and re- 


vised in systematic fashion in order to keep policies and 


ays 
regulations up to date with changing conditions. The follow- 


ing recommendations are intended to: a) assist boards in re- 


os 


viewing and revising statements of policy, b) help keep dis- 


tributed copies of the handbook up to date, and c) enable 


school employees to be more conversant with recent policy 


1. The school board should record the adoption of a 
definite plan for periodic revision of its hand- 
book. An annual revision early in the school 
year is suggested. 


2. The board should plan for an annual review of the 
handbook to consider the elimination or correc- 
tion of outdated policies and regulations. 


3. Additions and amendments to policies and regula- 
tions should be adopted by a motion of the board. 

4, All interested persons and groups should keep the 

. handbook under review and participate in the re- 
VisLon Of Tpolicies, rales, and resulations by 
recommending changes to the school board. 


5. A school board should keep a master copy of its 
policy handbook in which changes and additions 
can be recorded as they occur. This master hand- 
book can then be used as a guide for an annual 
revision of distributed copies. 


6. In order to keep distributed handbooks up to date, 
the revised pages should be sent out to princi- 
pals with instructions for the addition and 
deletion of specified pages. An alternative plan 
would be to have the handbooks delivered to the 
Central office where the necessary changes could 
be made. 


7- some plan should be considered which will encourage 
school employees to study the policy handbook and 
to acquaint themselves with recent policy changes. 
A review of the handbook at an annual teachers! 
institute, or at school staff meetings, early in 
the school year is suggested. 


lao 
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APPENDIX B 


ALBERTA SCHOOL TRUSTHES' ASSOCIATION 


10725 - 101 Street - EDMONTON 


November 23, 1959. 


To all Divisional Boards and 
County School Committees: 


Res A Research Study of Policy Handbooks 


Onee again, The Alberta School Trustees! Associa- 
tion is pleased to support a survey being done by a 
student of the Division of Educational Administration 
of the University of Alberta. 


Mr. Alvin Myhre, who is working on his M. Ed. degree 
has chosen the following thesis topic: 


"A Survey of Practices and Principles Related to 
the Formation and Revision of School Board Policy Hand- 
books in Alberta." 


The need for all Boards to have definite and written 
policies is emphasized by the growth and complexity of 
modern school administration, which now places many new 
demands upon Boards and Trustees. 


tion Office respectfully requests that all Divisions and 
Counties now having a Folicy Handbook, forward a copy of 
Same to the A.S.7T.A. office. 

Out of this study will come material, valuable in 
assisting Boards who are in the process of developing 
Orerevencsias a Polacy Handbook, 

VOUreNSsOGUacron OLfitce WS happy Go assist, wath 
work of this nature, and co-operation in carrying it to 
a successful conclusion will be deeply appreciated. 


Yours sincerely, 


T. C. Weidenhamer. 
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ALBERTA SCHOOL TRUSTEES’ ASSOCIATION 


O72 5 ~ 101 Street = EDMONTON 


January 20, 1960 


To all Divisional Boards and 
County School Committees: 


Re: A Research Study of Policy Handbooks 


—- 


This is to acknowledge receipt of a copy of your 
policy handbook and to thank you very much for your co- 
operation in this matter. Twenty divisions and counties 
have contributed a handbook which will be used in the 
research study. 

In order to continue with the study it will be 
necessary to ascertain methods used in developing your 
policy handbook, it is planned to arrange as many inter- 
views aS possible to obtain this data. For this purpose 
would you please complete the enclosed questionnaire and 
return it in the self-addressed envelope to this office 
at your Carliest convenience. 


Yours sincerely, 
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QUESTIONNAIRE ON SCHOOL POLICY HANDBOOKS 


Name of Administrative Units: 


Name of Person Completing Questionnaire 
SECTION As G#NERAL INFORMATION 
Please answer all questions in relation to your present 


policy handbook, 


1. In what year was your first policy handbook 
published? 


2. How many times has it since been completely re- 
viewed and republished? 


3. In what year was your present policy handbook 
published? 

4, Who have copies of your policy handbook? Please 
check: 

Divisional board (county committee) members. 

Local board members. 

Superintendent. 

Secretary-treasurer. 

Teachers 

Principals. 

Home amd School Association. 

Community Library. 

Health Uni t.. 

Acie oAey OFt 1Cey.(Rdmonton). 

Others: Please list. 


SECTION Bs —VA&LUES OF A POLICY HANDBOOK 


~~ ee 


This section is designed to assess reasons for having 
a policy handbook in your division (county). 


lI. What were the main reasons for developing a policy 
handbook? 


2. In your opinion, how has the handbook been of value 
to the employees of the divisional board (county 
committee)? 


3. In your opinion, how has the handbook helped the 
divisional board (county committee) members and 
the superintendent? 


SL 


4, American writers have stated the following valves 
of having a policy handbook. Please indicate with 
a check mark those with which you would agree in 
telata On Fo your division (county): 

Promotes continuity, stability, and consis- 
tency of board action. 

Anables the board to provide for many affairs 
or conditions in advance of the happ ening 

Saves time and effort by eliminating the 
necessity of making similar decisions over 
again. 

Facilitates the orderly review of board 
practices. 

Aids the board in appraising educational 
services. 

Maintains good board-superintendent relation- 
ships. 

Helps in orientation of new board and staff 
members. 

Enables staff members to understand their 
work in relation to the total activities 
of the school system. 

Facilitates the improvement of staff morale 
by providing statements of policy with re- 
spect to uniform and fair treatment of 
employees. 

Keeps the public and school staff informed 
ef board action. 

Helps to clarify roles of administrative 
and employed personnel. 

Provides legal safeguards for board and 
Sit aieins 


ipi6 


5. Please list any disadvantages, if any, associated 
with having a policy handbook. 


SECTION Cs _ORGANIZATION AND REVISION OF YOUR POLICY HANDBOOK 
This will be an attempt to determine strengths of method 
used in developing and revising a policy handbook, 
Part One - Organization 
This part relates to the board's (committee's) 
experience in organizing and writing its present policy 


handbook. 
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1. Who were actively involved in the first draft stage 
of your handbook? Please check. 

Superintendent. 

Divisional Board (County Committee) members. 

Principals! Association. 

AST SAS Local. 

Groups of teachers. 

Others: Please specify. 


2. What committees (if any) were established to help 
in developing the handbook? What were their 
purposes? 


3. At what stage or stages were the contents presented 
to the divisional board (county committee) for 
study and recommendations? 


4. If the divisional board (county committee) suggested 
any changes in the contents, how were these dealt 
with? 


5. What steps were taken, if any, to correct errors in 
grammar, avoid contradictions, etc. before your 


5 


handbook was printed? 


6. Have you an oOrficial record of the divisional board's 
(county committee's) adoption of its handbook? 


7. What other practices were used that were especially 
helpful in the developmental stages of your hand- 
book? 


Part Two -— Revision 


This part relates to methods used to change, add, 
or delete material in your policy handbook since it 
was first written. 


1. Have you an established plan regarding the revision 
of your policy handbook? If yes, what is your 
plan? 


2. When are revisions made? Please check. 
When the need arises. 
Once a year. 
Every two years. 
Other than above, please indicate. 


3. What practice (if any) is employed to assure that 
your policy handbook is revised as planned? 
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4. Briefly, what procedure do you follow in revising 
i ‘ 
your policy handbook? 


5. Who are actively involved in making such revisions? 


6. How do you keep the distributed copies of your policy 
handbook up to date with revisions? 


7. What suggestions have you for others who are planning 
to revise their policy handbook for the first time? 


SECTION Ds: _CONTENTS 


1. From what sources did suggestions for "contents" 
come? Please check. 

Review of board minutes. 

(i) How many years were checked back? 

Suggestions from divisional board (county 
committee) members. 

Suggestions from the superintendent. 

Suggestions from principals. 

Suggestions from teachers. 

Other policy handbooxs. 

Please list other sources of suggestions. 


2. if any specifie suggestions for contents were dropped 
from the plans of your policy handbook, what were 
the reasons for their omission? 


SECTION Bs _SPECTAL FEATURES 
This section is an attempt to assess ways of making a 
a policy handbook most serviceable. 


1. Where did you get your handbook printed in its present 
form? 


2. a) What type of binding do you have on your handbook? 
Dy is stu Satistaeloryom i: DOG, whi? 


3. a) Is your handbook structured so that deletions 
and additions can easily be made? 
b) What improvements, if any, would you suggest? 


- a) Most policy handbooks have some system of enumer- 
ating the items. Do you think the present sys- 
tem of enumeration in your handbook is good? 

b) In what ways, if any, could it be improved? 
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5. What, in your opinion, should be the main Crinerlem 
of style in writing a policy handbook? 


6. Please list any other suggestions for making a 
policy handbook more serviceable. 
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